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TWENTIETH CENTURY OFFICE. Speeding over the rails 


between New York and Chicago, passengers on the new 
Twentieth Century Limited can dictate their letters and 
make their phone cails as if they were sitting in their own 
office, See page 37. 
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Automobiles? Here, too, Moore cuts costs 


Wherever men get down to business, 
Moore helps cut the cost of doing 
business! 


Ford Motor Company, user of many 
types of Moore business forms, ap- 
preciates the quality of Moore products 
and service. And even the smallest 
business can benefit — because Moore 
offers the right business form for every 
form of business. For example: Moore 
recently designed — for a small Dela- 
ware company —a 4-part combined 


Sw 
A 


Marginal Punched 
Business Machine Forms 


Sales Books for 
Every Business Operation 


Instantaneous Carbon- 
Extraction Unit Sets 


fuel oil delivery ticket-invoice form 
that vastly speeded delivery and billing 
procedures ... and cut costs. 

Your business, too, can combine 
forms, eliminate writings — and save. 
For proof, call your local Moore office, 
in over 200 cities from coast to coast. 
Factories in Niagara Falls and Elmira, 
N. Y.; Minneapolis, Minn.; Denton. 
Tex.: Los Angeles and Emeryville. 
Calif. Also sales offices and factories 


across Canada. 


Are welding a new Ford coupe “on the line” at Ford plant in Dearborn, Michigan, 


MOORE w 


THE ONLY NATIONAL COMPANY THAT OFFERS 4 
COMPLETE RANGE OF MODERN BUSINESS FORMS- 


THE RIGHT BUSINESS FORM 
FOR EVERY FORM OF BUSINESS: 


Continuous Interleaved 
Typewriter Forms 


Fanfold Billing 
Machine Forms 


Registers and Continuous Register Forms 


F 4 
a 
; “7 
; “| : og Geet ‘ : 
fk ae 7 24 : 7 hes z: - a # al Pes ae Fi by x comes * 
i a; Se eM —- i Tee ee ae ae 
+ a $ i= P ae 7 a ee oF Bas és 
. _ 2 ee a Ce 29 ae ee ir a Weed il pera 
a - a a ee a a 
7 Pan bes ; : < ~ ee ee ‘ \ ‘ : ee - 
- oye a = y = i — ae p t NN yf F iar P a a 
od i “ > ¥ = 4 ae 
i P as My ey 3 Bit. : 
a || <a (Qin % 
a . : g eet = Pe Saal 
1 ‘ "4 -~S ‘ N as hake 2 ; ~ os wa P . 
4 P ——* \ be (eae = Gy ‘4 3 ' a SN : 
i, ute Se wd ‘ \\ “4, 4 “ A tai — — “ea - q Lae : —<—_ 
3 — c Minas ak ys - 4 a. 2 a 
d a ‘iba P 2 © j a —" 
a if i =— om, pe ti Vie “\ & , ’ : 
4 Bs ay va) Maa \ “8 , \ Re a 
€ J ie 7] 1} \ me — ; x . 
i e X.. —— _" ) i a ° ja. A ’ ‘ 
i v2 —— i é \ ¥ 
= ? € JS = de ) ae ; + ea 
% : 1 : . Vy ae , : 
ae '* laf W/ ae ee ee oes. ‘ 
a ®, U te Le . ——- - a. es 
ae >. Ta y : ne fis Gt: af nn H 
bs 2 xe ci ’ j fa = = Ra ‘ erat : y 
7 OR Sa eS ‘ ot haa : a / a { i ae se 
ns aa ee 2 id } z. : ’ on Pay rte * 
+ 40 55: een _ Ae Oe i SS 4 / eee fy bs Dah es 
Pe ee oS eo” ( Paes H > Lie : % |. i ie YS a ~eg nae io ai | 
a 0 a eee es “= . Wi) ——a ee 
; ear: Nt i eee Se ate Mw = ? At 2 Bt le ee 
7 al rite. oe ere pie af “yf 4 aa aa iy ': z, yer 7 
7 ee Oe ‘< ae a es ee ; a a i. Ai iy Pee | i 2 
* a nar ee ae a ae = rae pe} MEF = 4h fi <i : 3 a i 
- Oe Nara as Liege A is SA Uh jf pit del Pah ik 
ao et. es ‘ ae ie : a o} i i 4 ey i 
sey <2 |  ceipet ae tp =, i ee 3 ; _ ee ty SS 
Pe he a: ee vee ee Sh aS a Bee . + | oie 
“3 a : 7 | Le 4 ea ae (ee Segies i i | aa a: 
ail ae —— . a. a tal { ~ <¢ 444 oF = 2 : : 
! oS a | 2 5 : ‘ _— si c 
aes, - ' iy a —— _ phe she ‘A mc , ? 
: dee — . ay gle ih a 
oF ‘ uy « : a 5 “Sl aWite..- " ‘ = ie at ‘a . ‘Th ‘ 
i a F . - ~ . a AS ; Seg ty - 
: ena wits oe ‘ae ra: Se a ee ‘Saba tie - 
F b is r C be ae ~ ew Soe 4g rs We | a a ie a 
‘ re 3 ss ae a s - ee ga 
FF ead > ee e aq ot Eee See a y. & 
: a: a yee ew i See Pe ae fe peg ; 
es Be ae er ae or | Se ee agai 
a 7 ae at te: a ae ee f SRS ; . u gees 
= _ i. a : _ ae creas = , 2 ee ee 
é — my a. 5 iS EAR cle: ? : ir rs : ~ 
ON EO = ia ‘ Pt > ae De ag St oh a0 eo: , 
eee 8 mie _— © ae ee ae i 5 ’ Roe pea} a. b a 
ie oc. 060l Se ee can 
P ms is peg > s Se i ao i % , > x Mea ig? ae shia ae Maan frei? ~ } 
, = .> Sao 2 ey ea a 7 & me. (i ae ea oi : 
4 eS i as Sek. a ; a Sige fe: 
‘ - : ey ss 7 aol a «: : n ae = us ; 1 
i ‘ a ee aa _ aaa 4 sai OS 
; ik Wee! $ se me — > 7 
a k. ; 7 See ae 2 C6 oe. aire ee > * ae SY ge en Bi sah  betsane 
we es oe ee ee: a *. ER DINE O55 ee ele 
pt ‘. &* i ig ag 2 = i ai , Ss by be aes Sy age 
5 ; f 7 2 See ; | 
:- 
st 
2 a 
a 
ae 
2 an : 
se : 
* ae 
i F 
ie Wi 
oe : INC. 
tee 
pate, Pp 
ar = 
* 
oer 
° a ieee 
ee 2 - » bode, A Z 
le i —— SF - {{7 SS > “<td &, 4 
a 7s A {' +. A ae 
iy LN a ae “i Rc 
pe = a ‘ > - _ Ma SF ' 
ill ; : 
uae 
Be : 
: 
_ — aa a ae ot: | a ee) | Sane ee ee a: eS 
og 5 = ate et fe Fs a Sos Da Fey + ae q Fi 2 : 7 a Fa ig 
’ : Ea ee aaa ae on > _ ho ae _— = % a 
5 ae oy ae eae tote a SS ee, ea. oe x . oa 


Michigan, 


F, 
RMS 
NC. 


OFFERS 4 
5 FORMS- 


S FORM 
USINESS: 


A “CARBON 


HOW MANY TIMEs have 
you wished for a “‘car- 
bon copy’’ of that 
important telephone 
call? Now you can 
have it by simply flicking a switch! 


Telephone Recording by AUDOGRAPH 


With the same versatile AauDOGRAPH 
that helps you do your dictation 
chores so much easier, faster and better, 
you can instantly make a permanent 
recording of both sides of your im- 
portant telephone conversations. No 
need for the scribbling of hurried and 
inadequate notes. No worry of try- 
ing to remember some critical detail. 


~~ # \ \ 


*The use of recording devices in connection with interstate and 
foreign toll telephone service has been authorized by the Federal 


Communications Commission. 


Phone AUDOGRAPH your city for demonstration 
Foreign Distribution, Westrex Corporation— 
(Western Electric Export Corporation) 


November, 1948 


COPY” OF YOUR 


With the aupoGrRapu every word and 
every inflection of both voices is 
**memorized"’ forever on an unbreak- 
able plastic disc. 

Your “‘carbon copy”’ is the regular 
paper-thin Flexograph record-disc 
with over a full hour's capacity 
which costs but a few pennies and 
can be filed or mailed like a letter. 


“The aupocrapn records a// verbal 


transactions — specifications, terms, 
prices, dates, instructions, technical 
data, decisions; or a complete detailed 
situation report. 
With auDoGRAPH 
Telephone Recording 
you speed action— 


Firm. 


PLEASE TELL ME MORE! 


THe BRAY MANUFACTURING C 


W. E. DITMARS, President - 16 ARBOR ST. - HARTFORD, CONNECTICUT 


Originators of the Pay Station Telephone and 
Makers of Communications Equipment since 1891 


Name & Tite 


TELEPHONE CALL! 


eliminate wasted days usually re- 
quired for laborious processing and 
confirmation. Before deciding on any 
dictation instrument, check the 
whole aupoGRaPH story . . . fry the 
AUDOGRAPH in your office for a few 
days. Then you will see for yourself 
how it will increase your executive 
accomplishment. Contact your local 
AUDOGRAPH Office or ask your secre- 
tary to send for full in- 

formation right away. 


sé 


A PRODUCT OF “ae 


MPANY 


Business AppRess. 
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What's the first thing | want to know 


SCIENTIFIC 
LABORATORY 
TESTS 
conclusively prove 
point-sharpness 
superiority for the 
exclusive MONGOL 
Complastic Lead—over 


the average of all well- *A G000 

known pencils in the 

MONGOL price range. POINT TO 
REMEMBER 


“Say MONGOL to Your Stationer”’ 


EBERHARD 
FABER 


LEADERSHiP IN FINE WRITING MATERIALS 
for 99 years 


TRADE MARKS REG. U. 5. PAT OFF 
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% THE TIME OF YEAR approaches when the office cleans 
out its current files in preparation for a new year’s accumula- 
tion of papers—and once again it must occur to many thought- 
ful office people that if our economic system ever breaks down 
it will probably be under the weight of paper. 

We are the filing-est people on earth! No one else comes 
near us in the quantities of originals and copies that we pre- 
serve nor in the quality and extent of our facilities for preserv- 
ing them. We send things to the files for a number of reasons 
—the law requires us to, we know we are going to want them 
again, we think we are going to want them again, or we are 
afraid to throw them out—and these are reasons governing 
the filing of papers anywhere in the world. But we file more 
than anyone else because we do more paper-work than anyone 
else—and it would be a wonderful development if more of us 
could be brought to see that this is nothing to boast of. 

The preservation of essential records in maximum accessi- 
bility is a primary duty of the office, and filing staffs in gen- 
eral do a fine job in handling this task. But there is an un- 
fortunate tendency in the American office to weave paper into 
every procedure. Paper is vital in attaining efficient control, 
but too much paper clogs the gears, and one manifestation of 
that is in the filing department driven to cope with records 
that did not have to be made in the first place. 
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One of a series of messages to help you increase your understanding of business paper advertising, and its effect on your job. 


No matter what you make 


—you're not making it 


at a profit ! 


OU MAY HAVE the finest product 
va its kind. Your production set- 
up may be a miracle of efficiency. 
Perhaps you’ve even discovered how 
to cut your cost-per-unit below that 
of your closest competition. The 
fact remains — 


You're still not making anything 
at a profit. Because actually, of 
course, there is no such thing. 


Goods can only be sold at a profit. 
And selling them profitably requires 


the same kind of mechanization that — not when the first three can be 
keeps your production costs down. mechanized so economically through 
the use of advertising. 

For good advertising, like the ma- 
chine on your production line, is a 
multiplier of individual effort, en- 
abling all of us to produce (and earn) 
far more than we could alone. 

And when it goes to work in busi- 
ness papers — with their tremendous 
concentration of hand-picked pros- 
pects — advertising becomes the 
most efficient machine available for 
manufacturing sales at a profit! 


In the manufacture of a sale, for 
example, there are five basic opera- 
tions 


1. Seeking out prospects 

2. Arousing their interest 

3. Creating a preference for 
your product 

4. Making a specific proposal 

5. Closing the order 


Any good salesman can handle all 
five. But no salesman should have to 


OFFICE MANAGEMENT AND EQUIPMENT 


is a member of The Associated Business Papers, who have published 
an interesting folder entitled, “10 ways to measure advertising 
effectiveness.” We'll be glad to send you a copy. And sf you'd like 
reprints of this advertisement (or the entire series) to pass along to 
others in your organization, just say the word. 
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his brand-new line of carbon papers 
and typewriter ribbons is presented on 
Carter's 50th Anniversary as a 


major national advertiser. 


Special emphasis has been placed 
on the top-quality carbons where 


Carter is recognized as the leader. 


The richness and distinction of 
these new packages reflect the even 
finer quality which Carter has 


built into this line. 


GOLDEN ARROW 


For those discriminating users who will pay 
extra for the best—Carter presents this supreme 


quality carbon paper. sJ]Qeo 
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sels new line of typewriter 


ribbons is just as beautiful. just a- fine 

in quality. as the new carbon line. 
Onee again Carter's takes a step 

forward in designing these highly 

decorative polished metal and floral 

design boxes: practical and 

suitable for re-use. 


~ Prices shown are for dozens. 


$10.50 


$13.00 


$13.50 


$18.00 


$13.50 Golden Arrow, a 
° companion to Golden 
Arrow Carbon Paper— 


S27 a dozen 


, 
a oe a 
—_ 
aa ie 
; % 
be: ty | 
ca 
: y I | dae 3 \ 
% a d a 
et os ia oe A 
i it Uae ga 
by 3 * * a 2 
_ oa = 2 
L* | ian a Sen 
3 Special Ribbons Eg , . YX Cal 
‘ b es —_ ; * pe : 5 Bn POP Rass” 
iad oa gis 
hee eee = : 
. zm <7 ” —— ee <7 
ie a —o + ee 
ee ye $12.50 
; al r t % od 
. st e ‘ 
an > ) $13.00 
P, ‘ - "7 r r Me 
% me —— 7 y 
ea og 
fs 
_ ; $11.50 : 
be | : aes 
VE - sha. * bre 
: P A wotle\« 
ie oe > ie Be ee « . 
" ere ne eS 7 Re i we ia 
cas ae v, ; a 4 
= Es f Sr 
. | 
: | 
>. ; - pees 
es! P Pe a ae 
ial os } ta Bets. a ? 
o $13.50 sia él a . = 
eit ait - “ay, A a 
ee  — as fon, 
5 : aes an ors sg 
— : a : 
—l eer <7 = 
b . > o. ’ 
: ‘ 7 “iit y 
—_. of i 
ep a &~ nhbe a — F a 
s ’ 9 aw ‘ ™aAN x : 
ie 4 j * : ‘ ee B. - 
*- i a. aa ae F 
ys is E Bd Pa me. : 
ee Pe el ; oo ~ & 
8 . APpe 
i: 
Ce . be en f es iis ca cae at 3 ies * cea ; ‘e, > ciel ci pales 
. Ps “A , eee 2: af x : 7 os Ashe i eo : 4 x a 7 = - 4 ae ae : ia ; 
re im eae sa 7 Ss fe 


¥ 


As fine 


INVINCIBLE 


METAL FILING EQUIPMENT 


COLORS 


OLIVE GREEN 
WALNUT 
MAHOGANY 
MODERNAIRE GRAY 
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5 x 3 Card Insert 
Letter Width 
5%"' Wide—5”" High 
26%,"' Deep 


oe 


Ca —) 


6 x 4 Card Insert 


6x4 Card Insert 
6-1 /16"’ Wide—5"" High 


Letter Width 
26%/,"" Deep 


5x3 Cord Snoaet 
Cap Width 


26%," Deep 


co 


| 


5-1/16"' Wide—454°" High 


2-DRAWER 


3-DRAWER 
4-DRAWER 5-DRAWER 


INVINCIBLE METAL FILING EQUIPMENT has 
been designed to help streamline your filing 
system and to expedite your file handling. 
Their smooth-rolling, silent action drawers and 
Finger Touch Compressor Lock make for the 
fastest, neatest and most efficient handling of 
filing material. Their beautiful outside finish 
and modern trim and fixtures are a pleasant 


addition to any office. See your dealer for 


° 


Double Compartment 


Double Compartment 


Cap Width Document Drawer Document Drawer 
6%," sell High Letter Width Cap Width 
26%,"" Deep 6-1 /16"’ Wide—105%"" High 7-9 16" Wide—10% High 
263/;"" Deep 263;,"" Deep 
i | \ 
co =_) 
Cy ————} —s2 
° ° Check Insert 
Letter Width 
Triple Compartment Triple Compartment 10%4"" Wide—474°" High 
Document Drawer Document Drawer 26%/,"" Dee 
Letter Width* Cap Width* Side Fillers are Removable 
4” Wide—1054"' High 5-1/16" Wide—10% “High Making Drawer 12'/4"’ Wide 
263/,"' Deep 263/4"' Deep If Desired 
i *Standard letter or legal size 
drawers can be easily converted 
to Document Insert Drawers. 
Box Inserts can be converted 
— into either 5x3 or 6x4 Card — 
Insert Drawers. : 
Box Insert poe a 
Letter Width Width 
124%,"" hs aed High 15- sje Wide—5” High 
4°’ Deep 26%,"" Deep 


The Concealed Sofe Unit has double protec- 
tion of outer door plus the heavy steel safe 


door — equipped with sturdy combination- 
type lock. Note beautifully patterned fin- 
ish — the heavy-type construction of entire 
safe unit. You can purchase this unit as door 


part of any of the standard 2, 3 or 4- 


2 DRAWER 


No. 1020 Letter file. 
1020L Same with lock. 
1021 Legal file. 
1021L Same with lock. 
Outside dimensions: 
Letter—15°'x301/."'«x28"" 
Legal—18'/,""x301/.""x28"" 
Inside Drawer Dimensions: 
Letter—12'/,°'x11°'x27"" 
Legal—15,%.’x11''x27"" 
Filing Cop.—26"° Per Drawer 


4 DRAWER 


No. 1040 Letter file. 
1040L Same with lock. 
1041 Legal file. 
1041L Same with lock. 

Outside Dimensions: 

Letter—15°’x52°’x28"" 
Legal—1 8 '/e""x52"'x28"" 
Inside Drawer Dimensions: 
Letter—121/4°’x11°'x27"" 
Legal—15°,°"«11°'x27"" 
Filing Cap. —26"" Per Drawer 


EXCLUSIVE CONCEALED 


Invincible Filing Units. The Con- 
cealed Safe is an exclusive Invincible fea- 
ture—available on no other filing equipment. 
Patented construction assures positive con- 


drower 
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complete information — or write: 


Invincible Metal Furniture Co., Manitowoc, Wis. 


3 DRAWER 


No. 1030 Letter file. 
1030L Same with lock. 
1031 Legal file. 
1031L Same with lock. 

Outside dimensions: 

Letter—15° “42° "x28" 
Legal—18',°'x42"'x28"" 
Inside Drawer Dimensions: 
Letter—12'/4"’x11°'x27" 
Legal—15 °. see *«11°'x27"" 
Filing Cop.—26"" Per Drawer 


5 DRAWER 


No. 1050 Letter file. 
1050L Same with lock. 
1051 Legal file. 
1O51L Same with lock. 
Outside Dimensions: 
Letter—15° *x60"° x28"° 
Legal—18'/,°"x60"'x28"" 
Inside Drawer Dimensions: 
Letter—121/4°"x10'/4‘"«x27"" 
Legal—15 *,""x101/,'"x27"" 
Filing Cop.—26"" Per Drawer 


SAFE UNIT! 


cealment of the safe. Appearance of outside 
is exactly the same os that of the 
drawers in the file. 
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1949 
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: Sl 
EACH MONTH 
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To the more than 8,000 monthly distribution of OFFICE The January issue will present a summary and a forecast 
MANAGEMENT AND EQUIPMENT shown by the June 30 of the American office in its relation to the never-ending 
A.B.C. Publishers Statement, will be added an additional battle for greater efficiency in the handling of the nation’s 
2,000 carefully selected and screened list of top office paperwork—an impressive analysis of the vital importance 
management executives. The list will comprise those execu- of the office and its equipment and supplies. Tying in, 
tives who have not been receiving this magazine, from all practically, with these forecasts will be the advertising 
the large commercial and industrial organizations giving messages of the office equipment industry's leading manu- 
employment to 500 or more office workers. This combined facturing firms and a strong editorial showing of outstand- 
total distribution of an average of 10,000 monthly is guar- ing new equipment items now available. 


anteed by the publishers for 1949. The guarantee becomes 
effective with the important January Preview Number. I+ 
provides complete coverage of top office management Your advertising in OFFICE MANAGEMENT AND EQUIP- 
executives in all important offices Tota the United MENT reaches big volume purchasers at only a fraction 
States. of the cost of advertising in general business publications. 


Schedule Your Aduertising to Start with the January Preview Number 
OFFICE MANAGEMENT AND EQUIPMENT 
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FIRST take a really fine line of 

products . . . take Security Steel’s beautifully 
designed, efficiently planned and matchlessly 
made new line of steel office furniture. 


TO THAT FINE LINE add the 
distinctive name CRESTLINE, 
which stands for top quality. 


Wrap up the name in an attractive 


blue-gray label so the consumer 


will immediately know that he 
is buying the finest furniture on the 
market . . . furniture bearing 


the CRESTLINE Label. 


SECURITY. STEEL EQUIPMENT CORPORATION, AVENEL, NEW JERSEY 
' November, 1948 OFFICE MANAGEMENT AND EQUIPMENT 
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FACT No. 2 FOR GREATER FILING EFFICIENCY 


A 


A BROWNE-MORSE 
FILE WAS 7 
FoR 19 YEARS OF 
SERVICE AND STILE 
GOING STRONG 


At Browne-Morse Research Laboratory, a test was de- 
vised to learn just exactly how much our famous File 
would “take” without ‘falling down on the job.” Therefore, 
one of the regular stock Files was chosen at random and 
a 66-lb. load placed in one drawer. Then the file was 
placed on the “’Testing-Machine” and set into action. 


DRAWER OPENED AND CLOSED 50,000 TIMES 
During average office use, a drawer is opened and closed 
approximately 10 times per day. Therefore, test was 
equal to 5,000 work days or over 19 years of continuous 
service. Because the drawer still operated smoothly, the 
test is being continued. 


The major reasons why Browne-Morse Files operate so 
effectively (not only in tests with one file . . . but every 
file we build for you) is design and quality materials. 
Drawers slide smoothly on newly designed channels and 
extension slides equipped with eight heavy-duty, extra- 
wide rollers and two Floating Rollers, which provide 
greater bearing surface. This eliminates possibility of 
scored channels. The technically perfect combination of 
rollers insures smooth drawer action . . . free from bind- 
ing. Solid, one-piece slide is constructed from the finest 
quality material. Years of proven and tested efficiency, 
plus economy, make the Browne-Morse Files the “Best 
Buy of the Year’! 


; SEND FOR — 
Architects of Efficiency Seowne BGenee FILES 
for America’s Office FILE FACTS tila 


Get the quick facts on 

fo Ww nN e a re) rse Browne-Morse Steel Files — 
write for Bulletin 5000. Lists features 
and specifications plus a complete table 


MUSKEGON MICHIGAN of sizes. 


MANUFACTURERS OF STEEL OFFICE EQUIPMENT AND FILING SUPPLIES FOR OVER 38 YEARS 
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the New HANT 


America’s First Calculator again sets standards for highest achieve- 
——. ment in calculator design with the new Marchant Figuremaster. . 
BEAUTIFUL TO SEE: Five new features pleasing to the eye — emphasizing 40% 
greater dial visibility; functional, streamlined design; scientific color selection. 
BEAUTIFUL TO OPERATE: Seven new features profitable to the user who is 


interested in the greatest amount of figure-work for the least expense and 
trouble —emphasizing the Universal Tabulator and Flip-set Decimals. 


BEAUTIFUL TO TOUCH: Six new features helpful to the hand—cmphasizing the 
Phantom Touch . . . no lighter touch is known. 


With Marchant’s traditional supremacy in accuracy control, sim- 
plicity and speed, these achievements establish the new Marchant 
Figuremaster as the foremost calculator in the business world. 


FIGURE FASTER WITH A FIGUREMASTER 


The Marchant Man in your phone book will be proud to show you how. Or for a complete des- 
cription and full-color illustration of the Figuremaster, send for Folder 2010E Marchant Calculating 
Machine Company, Oakland 8, California 


November, 1948 OFFICE MANAGEMENT AND EQUIPMENT 


15 


ee —_— a eee oe ee Cf 
J : 1 ae? a at: ee lw Ae eee. ae ee a 
% e 
. | - a | 
| Sn Se Pal 
; ~ ~@ > . c 
- & a | 
7 > 2 4° A Ra erty Be se i “F | 
ate oh i, a. , 
. “™® . af bre - ae wie Pe 
‘ “- ~~. ¢é . os + “te & te i , x 
| c ? 5 ae see 5 a ca che fe 
| ao PG Sie ae, Se Ae a, 
he ; Se ie a ily 0 Nat Be See ae 6 va ES 
She ane he ac aa ~.** | =e 
» # paige a a. Je “ Cpt . ; nae he eet y a rs 3 “us ¥ I a 
a is ‘ Seo.°. Pas a ie a... a 
: P ‘A Ne dee oy —_— a 
F e.°? o. r=) GP Je : 
| 2 cetten.? GGo Ce “ 
2 ees ea @ 7 J - - ae J f 
3 — Se Fd @ aa 
@e..? % ea to } 4 fi : Lf a ? 
| @e xy 2 e —_ | 
9a . Rea “ 2 a 
. ee ee % Ye BS og 
ae a 
ea te Fe . Oe a 
“— a big if er ee { 
‘ te ag ie . 7 J 
i ot - aS tee Be > es : i; 
; < ri > ; 8 ~ Fre, : Vian >, * ‘ i 
ee, ie a | 
codes 3 ae »: 5S ~ pas Ko & bao ae — hi ing _ 
a ee YO 
¢ catilgel Ze yee tale 
f _ 
LA MARCHANT ! 
— 
—— ee 
ee ‘$ 
— Ky 
ARS 
1948 a nm 


= 


UNMATCHED PERFORMANCE 


Even in these difficult days Tagger ribbons 
and carbon paper have steadfastly maintained 
their unparalleled reputation for value and per- 
formance. To extend the existing leadership 
of this fine line, a new ultra modern Tagger 
“Curl-Less" carbon that eliminates tendency 
to curl has been added to the line. It always 
lies flat and smooth, is quick and easy to 
handle, will not wrinkle or tree. Precision 
workmanship combined with an exclusive 


M &V manufacturing process enables Tagger 
“Curl-Less’ to produce exceptionally accurate 
reproductions and give long and dependable 
service—truly an outstanding value. Of course 
Tagger “Curl-Less’ is furnished in various 
weights and finishes for standard as well as 
noiseless machines. The special M&V quick 
removal feature saves operators’ time and in- 
sures longer wear. Remember too, all this 
added value—at no extra cost. 


MITTAG AND 


VOLGER, INC. 


ESTABLISHED 1881 


FINE CARBON PAPERS & INKED RIBBONS + PARK RIDGE, NEW JERSEY 
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REG. U. S. PAT. OFF. 


NE of the popular numbers in the 
new Mode- Maker desk line is this 
secretary's desk, No. L760F TR, with 
improved, easy-to-handle, roll-away 
typewriter shelf. 


When the pedestal door is opened, the 
shelf glides out with an easy finger pull. 
This automatically lowers the door so 
that the shelf when raised extends over 
and rests on it. This arrangement gives 
free access to the full-width center 
drawer. A further innovation is the 
swivel typewriter platform, fastened to 
the shelf at only one point. ‘Fhe type- 
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Mode-Maker Desk No. 1760 FTR. 
With typewriter pedestal on left—No. 1760 FTL. 


writer turns at any angle, to eliminate 
awkward positions, prevent interference 
of the front edge of the desk with the 
typist’s arms, and take advantage of 
the best lighting. thereby improving 
vision for better, faster work in copying 
and transcribing. 


No. 1760FTR is one of 31 different 
models—a desk or table for every office 
job. Any model may be had in either 
29” or 3016” height. All standard desks 
have modern 30” depth. Mode-Makers 
are as practical as they are beautiful, as 
efficient as they look. 
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“THE WORLD’S FOREMOST LINE OF METAL DESKS“ 


SETS NEW STANDARDS 
OF BEAUTY AND CONVENIENCE 


Made. aker 
METAL DESKS 


A product of THE GENERAL 
FIREPROOFING COMPANY 


Department M11 
YOUNGSTOWN 1, OHIO 
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S PEED-O-PRINT 
PRESENTS THE 


ITS TOPNOTCH 

PERFORMANCE 

MEETS EVERY 

SF DUPLICATING 

RESET COUNTER $10 ADDITIONAL — NEED PERFECTLY 


(Plus Excise Tax) 


FEATURES 


e HAIRLINE REGISTRATION 
e FRONT PAPER STOPS 
7 oe QUALITY . e AUTOMATIC ROLLER RELEASE 


F e OPEN CYLINDER WITH 

VY FOR VALUE AUTOMATIC BRUSH INKING 
VA FOR PERFORMANCE a PLUS MANY OTHER FEATURES THAT INSURE 
| j ; | EASE OF OPERATION AND PERFECT COPIES 
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yyftony 


the finish approved by lighting engineers 


available only in wood office furniture 


OFTONE is the finish of a scientific 

search—the revolutionary new color 
finish for wood office desks and chairs. lt 
reduces eye-strain, eliminates needless eye- 
fatigue. Your eyes see best, with least effort. 
when your field of vision is of a fairly 
uniform brightness. So SOFTONE has a 
medium. neutral tone. It discourages con- 
stant readjustment of the pupils. When it is 
used on working desk surfaces, it raises 
office efficiency by reducing eye-fatigue. 


SOFTONE blends handsomely with con- 
temporary office settings. Its soft warm 
tones glorify the natural beauty of wood. 
It heme you to provide maximum comfort, 
distinguished surroundings, and effective 
work Seale for your staff. 


Ask your office furniture dealer to show 
you desks and chairs finished in this 
remarkable new color today. 


t working over “00d. 
3 Fyouren? rh 
Only WOOD office furniture provides all these advantages: 4 youre overwo (ng 


WIDE VARIETY—to match any style of interior, period or 


contemporary. i WRITE for free booklet, “SOFTONE, The Finish 
ECONOMY— virtually no maintenance cost. ‘ / < of a Scientific Search. " It explains how SOF TONE 
x A y . was developed in the laboratory—and how it reduces 
DURABILITY— invariably outlasts the man who buys it. ti | eye-fatigue, Just clip this coupon to your business 
WORKER PREFERENCE —increases employee satisfaction = | 1 " smeiaanee 
and efficiency. ; ; sy ce ee i ee nen ce ata tenn eta ta detest 
7 
WOOD OFFICE FURNITURE INSTITUTE: Aima “5. Co. a soe 
Co. * Commerciat Furniture Co. ¢ Doten-Dunton Desk | 2 * a 2 P . 
Co. ¢ Gunn Furniture Co. ¢ Hicu Point Benpinc & CHAIR ee 730 Eleventh St., N. W., Washington 1, D.C. 
Co. * Hooster Desk Co. ¢ Impertat Desk Co. * INDIANA Desk a Send free SOFTONE booklet to 
Co. © Jasper Cuarr Co. © Jasper Desk Co. * Jasper Orrice | 
Furniture Co. ¢ Jasper SeEatTiInG Co. ¢ Tue Leoroip Co. ¢ 
Murpny Cuair Co. ¢ Myrtie Desk Co. * New INDIANA 
Cuair Co. © Wetts Furniture Merc. Co. 


— 


Wood Office Furniture Institute 


er 
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HERE'S WHY MORE AND MORE OFFICES 
me =6ARE BUYING EAGLE VERITHIN... 


st 
Over 4,000 check marks €. ~~ You'll be amazed! 
A VERITHIN lead 
is so durable 
this little point = 
- makes over 4,000 
/ checks before 


i ae F rd <= 7 
; Z it needs 
ass" “ew /f _ resharpening! 


ad 


% x 
oe s 


ie: oa 


because the 
lead is flexible, 
the point 


Vee IN 
marks. 
wont ron 


when wat’ 
— Wet, 


, —— 
Moist hands won’t smear .. . tS 
rain won’t spot . . . accidental wetting 
won’t wash out a VERITHIN line. Your records 
are as permanent as the paper! 


EAGLE F 
erithin 


COLORED PENCILS 


EAGLE PENCIL COMPANY, 703 £. 13th St., New York 9, N.Y. 
Eagle Pencil Company of Canada, Ltd., Toronto *® 


OFFICE MANAGEMENT AND EQUIPMENT November, 1948 


Thousands of tiny fibres 
interwoven through its lead make 
VERITHIN so resilient it takes 
a fine point in any sharpener 
every time... and holds it 
under heavy pressure. 


’ TRY IT YOURSELF. Write for a free sample 
a iq on your business letterhead, naming 

q : your dealer and the color you desire. 
« 


This page is adapted from a 
full-color advertisement in THE SATURDAY 
EVENING Post and CoLLiErR’s. 
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"| LOVE YOUR NEW DISPENSER, TEX,” “A CINCH TO USE,” SAYS SALESMAN BILL, 
CONFESSES STENO SUE. “THE SIDES CAN'T SPREAD... STAY STEADY. 

“THE FRAME WONT SQUEEZE AND LOCK THE ROLL ANDO SO THE TAPE IS HELD QUITE FIRM, 
AS SOME DISPENSERS 20 /” NOT JAMMED, NOT LOOSE...8UT READY /” 


YOU'LL SAY OUR NEW DISPENSER'S TOPS... 
YOU'RE SURE TO LIKE IT FINE. 
ANO SEE HOW SWELL IT LOOKS IN THE 
NEW CANDY-STRIPE DESIGN / 


“THE SHARPER CUTTER BAR,” SAYS RED, 
‘CUTS TAPE SO CLEAN AND NEAT, 
| NEVER NEEO TO TWIST OR TUG... 
IT HAS ALL OTHERS BEAT!” 
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CELLOPHANE TAPE 1 /: 
STICKS WITH A TOUCH 


INDUSTRIAL TAPE CORPORATION - NEW BRUNSWICK, N. J. 
November, 1948 OFFICE MANAGEMENT AND EQUIPMENT 21 


ES et r)r pi : 
anew BO) la Dio)-) a ospenserr 
J Jd . 
| jf ., : | 
~ eit e- ™ 
. : ©) hb Y ( Z é : ath | = fs ' % ; 
: | CAS . — a.) Fit 
1% ye f le JNA ys 
pa ) a 
ho , 
| : Cl: 
Fw: D A d 
x ar ae 
| £ wows, 7} 
' & 0 = 
1| i pe Keel | © 
—— y 4 
= OLT.C. 1948 F- es 
f » Sar 
Q@'\ -. 
/ | | - . 
‘ wv \ y 7 rs G a \ 
se 2 —— H 
- , | TITRE! = 
®Texcel Tape mmm 
@TEXcEL H 
ap eee 
~~ ‘@ - 2 -& ae a if si es Oe ele ee : 


How aptly this fine old slogan applies to Ace Stapling Equipment. 
When you buy Ace Staplers, you are buying a machine that will give 
life-time satisfaction, that is built with watch-like precision, from 
the finest matérials, by skilled workmen. 


To match the fine, enduring qualities of an Ace Stapler, you will 
want Ace Staples. In the production of these Staples only premium . j 
quality wire is used, absolutely uniform in size, strength and temper. 
That is why Ace Staples have such unusually high tensile penetrating 
strength. Always ask your dealer for ACE Staples. 


SOLD THROUGH DEALERS ONLY 


FIG. 1 Shows cross section of an ALL- FIG. 2 Shows the ALL-ROUND wire 
ROUND steel wire. Ace uses only premium, ofter being treated by the ACE PROCESS. 
precision mode, occurotely drawn-to-size This gives maximum strength on the outer 
steel wire edge where it is most needed 


— ACELINER 


IN CANADA @ ACE FASTENER (CANADA) LTD. 504 ST. LAWRENCE BLVD., MONTREAL 
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UARCO 


INCORPORATED 


must roms — Duestness LOTS 


November, 1948 


Your OUSINCSS... 


how 


large or small... 


you operate for less 
with 


UARCO business : forms 


Maybe you're in manufacturing. Maybe wholesaling or retailing. It makes no 
difference. Doesn’t most of your office payroll go for paper work? Aren’t most 
of the working minutes spent writing, copying, distributing, checking, filing 
—some kind of business form? 


Of course! And by using Uarco business forms, you reduce every ove of these 
operations to the minimum—cut paper work costs to the bone. That's right 
-+.in any business, large or small. 


Your Uarco Representative will be glad to show you how. He'll make a 
complete survey to find your specific requirements. Call him in—there is no 
cost nor other obligation for this service. 


UARCO INCORPORATED 
Chicago, IIl.; Cleveland, Ohio; Oakland, Calit.; Deep River, Conn. 
Offices in All Principal Cities. 


tastauce... THIS NEW UARCO "RM” 
REGISTER is ideal for turning out simple records 
on the spot. Saves endless time and bother producing 
handwritten forms. Forms are consecutively num- 
bered to give you complete, accurate control. One 
copy is automatically filed, safe from tampering or 
alteration. 


CONTINUOUS-STRIP FORMS 
FOR TYPEWRITTEN AND BUSINESS MACHINE RECORDS 
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YOU'LL SCARCELY 
BELIEVE. YOUR EYES... 


Honest! 


WHEN YOU SEE HOW 
THEY IMPROVE RESULTS... 


It's amazing what a difference profes- 
sional accessories make! These rollers 
and blankets are built exactly like the 
heavy duty accessories used in large 
commercial printing plants. See for 
yourself how Mercury products bring 
out the detail in halftone illustrations 
and diagrams. How much more crisp 
and legible they make type-matter and 
other line-copy. And you get thous- 
ands of extra impressions from these 
precision-built, longer lasting rollers and 
blankets. 


a c 2 ae 
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Federal at 26th i sai Geis D. M. Rapport 
— Chicago, Iilinois President 


24 OFFICE MANAGEMENT AND EQUIPMENT November, 1948 


: ee a. hg & = — in Bie ae a 4 Oda” all + a te A ] : 

b 
e ae: 
ie 
eo : » py) 

a egal 

. ) 
| 
iy 
» ol a Jet ee 
oe ha ROLLER: mach 

an pen cur printing 
a Nultt 
f. - for | 
a _ meron Sve 
a a | 
, | 

sg ee 


...in more ways than one! 


A-S-E EQUIPMENT symbolizes over 35 years 
of successful manufacturing 


By this we mean that A-S-E has succeeded in producing 
steel office equipment that meets the highest standards 
of durability, appearance and operating efficiency. 
Through constant growth, constant attention to the requirements of the trade, A-S-E has 
attained leadership and prestige in a highly competitive industry. The healthy demand for 
A-S-E products by dealers and buyers makes this success apparent—and promises even 
greater success in the future. 


A-S-E equipment is also the symbol of a successful dealer 


Dealers are fussy people—particularly about the products 
they sell—conscious of their customers’ needs. There's good 
lg) reason behind this fussiness. An Office Equipment Dealer's 
| success depends on his reputation for satisfactorily filling his 
' customer's needs. 


aeete VU 


rose neem 
coco cetet 
eeese 


The A-S-E line of steel office equipment is designed and 
built to satisfy these discriminating dealers. You'll find these 
dealers eager to recommend the strength, durability and neat, 
attractive appearance of the A-S-E line. 


In brief, A-S-E symbolizes success based on user-satisfaction, 
dealer-acceptance"and alfl’round progressiveness in design and 
Workmanship. 


ALL-STEEL EQUIPMENT Inc. 


600 Cleveland Ave., Aurora, Illinois 
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Have your nearby Woodstock 
representative bring the new deluxe 
1948 model to your office. See how 
quiet and precision perfect it 
really is. A demonstration will 
convince you of the ease, speed 
and pleasure it will add to your 
typists work. Give it a 
thorough test . . . check 

its many new features. 

Prove to yourself that 

this is the typewriter 

for your office. 
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BUSINESS 
SHOW 
PULLS 
94,078 


% MILLING crowds of interested office people, 
and a wide variety of new machines and equip- 
ment for increased economy and efficiency in the 
office were the outstanding features of the For- 
tieth National Business Show held the week of 
October 25th at Grand Central Palace in New 
York. On Thursday and Friday of that week, 
the Office Executives Association of New York, 
the local chapter of the National Office Manage- 
ment Association, again held their Office Week 
Forums, which this year took the form of a 
seminar on clerical cost control. 

The attendance figure of 54,078 stacked up fav- 
orably with some previous years’ figures. Greater 
than 1947’s 89.535, it did not come up to the count 
of 106,301 in 1946, the first post-war show. As 
has invariably been the case, a comprehensive 
showing of those items of machines, equipment, 
and supplies calculated to give the office worker 
the very best in efficient operating tools was pre- 
sented. The “old reliables” were at the show in 
force—companies which have been exhibiting 
at the show for many years—and there were a 
considerable number of firms exhibiting for the 
first time. 
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The Office Week Forums this year were held 
at the Belmont-Plaza Hotel, not far from Grand 
Central Palace. Attention was given entirely to 
“Control of Clerical Cost Through Work Meas- 
urement.” Designed to give its audience a “start- 
to-finish” view of the whole technique, the forums 
closed with actual case histories of successful 
work measurement programs that are at present 
installed in large business organizations. 

J. S. Wiltse, Johns-Manville Corp., was chair- 
man of the Forums Committee. A. G. Whaley. 
United States Steel Export Co., assembled the 
program of speakers. 


Four sessions for Forum 


Exclusive of the keynote address by Mr. Wiltse, 
the seminar was divided into four sessions. “De- 
fining Office Work-Flow By Means of Graphic 
Analysis” was the title of the first session, in 
which L. C. Hodsdon, General Foods Corp., and 
H. T. Whitley, Arthur Andersen & Co., took the 
audience through the necessary steps in the deter- 
mination of the volume and the nature of the 
work in each office by the use of flow charts. 

Paul B. Mulligan. management consultant, had 
the first afternoon session, which was devoted to 
“Analyzing and Controlling the Work-Load By 
Means of Clerical Time Measurement.” 


The sequential study of cost control surveys was 
continued the next morning with the session on 
“The Practical Application of Survey Recommen- 
dations,” with talks by J. McCall Hughes, Mutual 
Life Insurance Co., and Frederick L. Warnke, 
United States Steel Supply Co. 


Case histories 

The closing session that afternoon carried the 
“case histories’ phases of the conference. Con 
tributing to this were James Quigg, Air Reduc- 
tion Co.; A. G. Whaley; and John Robins, Na 
tional Tube Co., McKeesport, Pa. All of the speak- 
ers on the program spoke from first-hand experi- 
ence, since each man was responsible for the sur 
vey in his own organization. 

Forum attendance, limited to 200 because of 
the space problem, was high. 

Chairmen for the various sessions were R. W. 
McGee, General Motors Overseas Operation; 
Elmer L. Helm. Shell Oi] Co.; T. L. Lemcke, 
Standard Brands, Inc.; and F. L. Wellington, 
Esso Standard Oil Co. 

At the luncheon meeting on the first day of 
the seminar, guests heard Captain Harry Ross, 
U. S. A., give his impressions of life in occupied 
Berlin. At the luncheon on the second day, Milton 
Bacon, well-known raconteur of the Columbia 
Broadcasting System, was the speaker. 


Heavy attendance marked the Show 
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“Before work can be measured, it must be defined," says L. C. Hodsdon, General Foods Corp.— 
right—at the first Forums session. R. W. McGee, General Motors Overseas—in front of screen— 
was chairman. 


This vear, more than ever before, the Business 
Show took on greater significance in the light of 
the tremendous expansion of the nation’s white 
collar force, with corresponding interest on the 
part of management in ways and means of mak- 
ing the individual worker’s job easier. more in- 
teresting and more productive. If there were no 
other evidence that the big brass in American 
business are interested in office efficiency—and of 
course there is plenty—the huge crowds that 
turned out for the show, and the avid interest of 


Salesmanship at the Business Show 
even involved punching home a sales 
argument to the competition! Here 
Edgar B. Jessup—at the machine— 
president of Marchant Calculating 
Machine Co., demonstrates his new- 
est calculator to a rival manufacturer, 
W. G. Zaenglein—second from right 
—president of Monroe Calculating 
Machine Co. In the picture, left to 
tight, are Malcolm Monroe, son of 
Monroe's founder, Ridge Ryan of 
Monroe, Mr. Jessup, Mr. Zaenglein, 
and Alton Davis of Marchant. 
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the individual in the equipment that was demon- 
strated there should be proof enough of this. 

At the same time, the Office Week Forums, with 
their “brass tacks” approach to studies of the 
technique of clerical cost control through work 
measurement, represented another and equally 
vital facet of the office production picture. 

In the next issue of OFFICE MANAGEMENT & 
EQUIPMENT, a comprehensive presentation will 
be given of those products which made their debut 
at the show. 
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ABOVE: 


1949 CATALOG featuring diaries, reminders, address and ap- 
pointment books, published by the Standard Diary Co., 122 East 


23rd St., New York. 


for 


Full colors illustrate an extensive selection 
all occasions and uses. The catalog will be mailed on request 


to the company. 


ABOVE: 
FOR THE FIRST TIME since before the wer, Berger Mfg. 
Division, Republic Steel Corporation, Canton, Ohio., offers its 


complete line of steel filing equipment of the "A" grade. Among 
the most popular items now available (such as the model shown) 
are letter, bill, ledger, and jumbo files, card and tabulating files, 
combinations, and open storage units and cupboards to match. 
Standard finishes include platinum gray, olive green, grained 
mahogany and grained walnut. Most of the files are made both 
in desk and counter height on the unit principle by which units 
may be added as needed without destroying unit appearance. 


FOR HOME OR OFFICE USE. 


ae 
CIRCLE PROTECTS WRITTEN AMOUNT and NAME 


Dowtars 


ABOVE: 
CIRCLE CHECK PROTECTOR aives quick protection against 


alteration and raising of checks. The circle idea is an invention 
of a former vice-president of the Forgery Bond department of 
the National Surety Co. The circle imprint is merely stamped 
over the written amount and the payee's name at one operation. 
Complete outfit consists of circle stamp and red inking pad. 
Packed in a permanent box, the outfit retails for $1.95 each. From 
Jay Milburn, P. O. Box 127, Radio City Station, New York 19. 


RIGHT: 


THE ARISTOCRAT, a new serving bar, refrigerator, and liquor 
cabinet only 42 inches high, 42 inches wide and 18 inches deep, 
is manufactured by the Moss Atlas Corp., 244 Herkimer St., 
Raising the trap door on serving area auto- 
There is 
The refrigerator makes 
This section has aluminum lining and fibre 
Choice of two 
styles—I8th Century in mahogany or walnut veneered finish, and 
mahogany. 


Brooklyn, N. Y. 
matically lights up a spacious liquor storage cabinet. 
ample room for every bar accessory. 
42 full size ice cubes. 
glass insulation with sealed '/g hp. AC unit. 
oak or walnut 


Contemporary, designed in limed 


Weight is 225 pounds. 
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How much does she really get? 


% WHEN A MAN is hired today, or a new wage 
contract is agreed upon, the wage rates estab- 
lished no longer measure the cost of hiring labor. 
The number of hours actually worked no longer 
measure the number of hours for which the em- 
ployer must pay. The 40-hour week is a fiction: 
when the regular work-week is scheduled to be 
40 hours, the actual number of hours worked will 
fall substantially below this, even when 40 hours 
are paid for. 

In the case of Federal Government employees, 
in addition to eight paid holidays, there are al- 
lowances of up to 15 days paid sick leave and 
26 days of annual leave or vacation—which leaves 
a 32.5 hour-week for government employees, pro- 
viding they take the full sick leave, which not 
all do. In addition, the taxpayers. through the 
Federal Treasury, provides innumerable other 
social and economic benefits, about 11 per cent 
for pensions, additional sums for medical serv- 
ices, and others. 

In industry, in addition to pay for 5 or 6 holi- 
days per year. sick-leave, and vacation, a number 
of other payments are widely made for periods 
of not-working. This may include pay for lunch- 
time, wash-up time, get-ready time, clothes-chang- 
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HIDDEN 
PAYROLL 


By Emerson P. Schmidt 


Director of Economic Research, 


Chamber of Commerce of the U. S. A. 


Excerpts from address October 12th at 
annual meeting of 


Controllers Institute of America 


ing time, and travel-time. In some instances, 
bonuses are paid in lieu of vacation, at time and 
a half or double time. A great many employers, 
as a public service, pay their employees at reg- 
ular rates when they serve as witnesses, during 
jury duty, election days, service with the National 
Guard, and, more recently, with the U.S. defense 
program. A good many employers pay shop 
stewards and members of grievance committees 
for time in settling disputes and, in some in- 
stances, union officials are not docked when they 
carry on union activities during working hours. 

When all these items are added together, pay- 
ments for periods of not-working may amount 
to sizeable totals. Although the scheduled work- 
week may be 40 hours, the actual input of time 
may. on the average, be one, two or even seven 
or eight hours less than the scheduled period. 
We think of the 40-hour week as standard in 
America: for many purposes it would be more 
accurate to speak of the 35-hour week. 

A growing number of companies have adopted 
supplementary private pension plans, both in- 
sured and uninsured. The wartime wage con- 
trols, as well as the excess profits tax, encouraged 
a rapid multiplication of insured plans, approved 
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SIDDALL HEADS CONTROLLERS 


@ K. Y. SIDDALL, comptroller of the Procter & 
Gamble Co., Cincinnati, has been elected presi- 
dent of the Controllers Institute of America. Mr. 
Siddall succeeds Christian E. Jarchow, vice-presi- 
dent and comptroller of the International Harvester 
Co., Chicago, who has been named chairman of 
the board. This action took place October I Ith 
at the annual meeting of the Institute at the Com- 
modore Hotel, New York. 

In addition to Mr. Siddall, the following officers 
were elected by the Institute's board of directors: 
vice-presidents, New England region, Walter B. 
Gerould, controller and secretary, A. G. Spalding 
& Bros., Inc., Chicopee, Mass.; New York City re- 
gion, William Widmayer, vice-president and comp- 
troller of the Guaranty Trust Co. of New York; 
Middle Atlantic region, George R. Rankin, con- 
troller and assistant treasurer, Artloom Corp., 
Philadelphia; Eastern Lakes region, Philip W. Scott, 
secretary-treasurer, Bryant Heater Co., Cleveland; 
Southeastern region, Herman W. Boozer, general 
auditor, Georgia Power Co., Atlanta; Midwest 
northern region, Thomas W. Bryant, general comp- 
troller, Cuneo Press, Inc., Chicago; Midwest central 
region, H. R. Harrington, vice-president, Boatmen's 
National Bank, St. Louis; Midwest southern region, 
J. R. Mulvey, assistant comptroller, Humble Oil & 
Refining Co., Houston; Pacific Coast region, Wil- 
liam H. Carr, treasurer, California Packing Corp., 
San Francisco. 

L. W. Jaeger, secretary and treasurer, Avon A\l- 
lied Products, Inc., New York, was elected treas- 
urer, and Edward C. Hof, controller, American 
Brake Shoe Co., New York, was named assistant 
treasurer. Walter Mitchell, Jr., managing director 
of the Institute, was elected secretary-controller. 

At the annual business meeting of the organiza- 
tion, eleven directors were chosen—James C. An- 
derson, comptroller, Standard Oil Co. (New Jer- 
sey), New York; Edwin E. Balling, Jr., vice-president 
and treasurer, Latchford-Marble Glass Co., Los 
Angeles; William L. Clark, treasurer and director, 
Buffalo Electric Co., Inc., Buffalo; Lyman L. Dyer, 
comptroller, Lone Star Gas Co., Dallas: Walter B. 
Gerould, secretary and controller, A. G. Spalding 
& Bros., Chicopee, Mass.; Walter R. Hummel, treas- 
urer, Campbell, Wyant & Cannon Foundry Co., 
Muskegon, Mich.; Vincent C. Ross, vice-president 
and treasurer, Prentice-Hall, Inc., New York; George 
W. Schwarz, vice-president and controller, Wyan- 
dotte Chemicals Corp., Wyandotte, Mich.; Victor 
G. Seiter, controller, Citizens Gas & Coke Utility, 
Indianapolis; Arthur Surkamp, treasurer, United 
States Rubber Co., New York, and Paul H. Wer- 
nicke, comptroller, Minneapolis-Honeywell Regula- 
tor Co., Minneapolis. 


by the Treasury for income tax purposes. 

How many of these fringe and wage-supple- 
mentary items will become matters of compul- 
sory collective bargaining under the aegis of a 
National Labor Relations Board disposed to push 
up the cost of putting men to work, cannot now 
be determined. In the spring of 1948, the Board 
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K. Y. SIDDALL 


President, Controllers Institute 


ordered the Inland Steel Co. to bargain on pen- 
sions with the CIO Steel Workers. Subsequently, 
the U.S. Circuit Court of Appeals. upholding the 
Board, decided the management must bargain on 
pensions. Even employers who already have pen- 
sion systems, said the Court, will have to consult 
unions on any changes. Where employers deal 
with several or many unions, management will 
face many difficult problems and will be put to 
enormous time and expense—deliberating, nego- 
tiating, hiring actuaries and other experts. 

If pensions are removed from the field of volun- 
tary, deliberative action, and forced into collec 
tive bargaining, why not all fringe and other 
wage-supplements ? 

Considering the power and dynanism of organ- 
ized labor today. coupled with the newly-estab- 
lished legal compulsion of “bargaining” over pen- 
sions, we are now confronted with a strange, 
compulsory dual-approach to pensions. First. 
the Congress legislates compulsory old-age and 
survivors insurance, and along comes a govern 
ment bureau, without authorization to deal with 
pensions, nevertheless in effect ordering a super- 
pension on the pension layer provided by the Con 
gress. The courts, formerly inclined to a strict 
construction of bureaucratic power, are now in- 
clined to approve almost anything and everything 
which the bureaus try, do, or order, on the ground 
that the courts should bow to the “experts.” 

Union demands for group insurance and paid 
sick-leave plans continue to be a major issue in 
collective bargaining. A recent analysis of union 
agreements by the Conference Board indicates 
that about 30 per cent of 373 union agreements 
signed since the Taft-Hartley Act was passed 

(Turn to page 68) 
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Beep 


WATCH 
THAT 
BEEP! 


By Kimball Darby 


% USERS OF dictating-recording equipment for 
recording telephone conversations in business are 
surveying the new tariffs filed recently by the 
telephone companies governing the installation 
of this equipment, with some dissatisfaction in 
evidence. Complaints from all over the country 
are swelling the files of the recorder manufac- 
turers indicating (1) the users’ dislike of the 
tariffs generally (especially the imposition of a 
signal and the added costs involved), (2) the in- 
tention of some to challenge the FCC ruling that 
sired the tariffs, (3) the decision of others to dis- 
continue their recording operation, and (4) what 
might be considered an unwholesome curiosity on 
the part of still other users as to what the penal- 
ties might be for violation of the ruling. Of 
course, the great bulk of the business organiza- 
tions which make use of telephone recording are 
expected to go along with the new order, but 
pretty generally, they’re unhappy about the whole 
thing. 

Born of a two-year controversy between the 
telephone companies and the leading manufac- 
turers of such dictating machines as can be 
adapted to this use, with the Federal Communica- 
tions Commission as arbiter, the tariffs conform 
to an FCC order which overrules earlier tariffs 
of the telephone companies and thereby permits 
the use of telephone recording devices in business. 
However, the order also makes mandatory the in- 
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stallation by the telephone companies of a special 
recorder-connector to connect the recording de- 
vice to the telephone line and to produce a peri- 
odie sound signal which will inform an individual 
that his conversation is being recorded at the 
other end of the line. Western Electric will make 
the device for the Bell System companies. Other 
telephone companies will secure it from other 
suppliers. 

The hue and cry from users of recording equip- 
ment stems from the tariff charges of $5 for each 
recorder-connector installed. plus a monthly as- 
sessment of $2 tacked onto the user’s telephone 
bill for each unit. Additional customer annoy- 
ance might have its roots in the feeling that the 
“beep” sound established as the official warning 
signal might be a bother in the course of long 
business conversations. However, whether or not 
this is so remains to be proved. 

On another side of this three-cornered tangle 
are the manufacturers of the dictating-recording 
equipment who see future sales efforts seriously 
hindered by the telephone companies’ charges for 
the needed accessories. Manufacturers also com- 
plain of the obligation on their part to make an 
adapter, an added accessory for thousands of 
machines already in use, so that the new re- 
corder-connector (installed by the telephone com- 
pany) can accommodate their product. Dicta- 
phone Corp. anticipates a manufacturing cost of 
$25 for their adapter, though they hope to reduce 
this if at all possible. The cost of Soundscriber’s 
adapter is reported as being $12, while at this 
writing, the Ediphone Division of Thomas A. Edi- 
son Co. have not figured their costs. In each case, 
of course. the manufacturer will distribute the 
adapter at cost. As a result of this added acces- 
sory, in all probability the price of the various 
makes of dictator-recorder will be raised, unless 
the manufacturers can discover new production 
techniques enabling them to cut costs somewhere 
else along the line. 


(To be concluded in December) 
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Holds Rousing 


AMA Office Management Division 
Annual Meeting 


Left to right: Professor Coleman Maze, AMA vice-president in charge of the Office Man- 
agement Division and vice-chairman, department of management and industrial relations, 
New York University; Lawrence A. Appley, AMA president; James O. Rice, AMA secre- 
tary; Henry E. Niles, vice-president, Baltimore Life Insurance Co., Baltimore; and E. H. 
Conarroe, member of the AMA Office Management Planning Council and associate man- 
ager, Policyholders Service Bureau, Metropolitan Life Insurance Co., New York. 


% EXECUTIVES interested in office manage- 
ment, from more than 750 companies in all types 
of industry, met on October 26th and 27th at the 
Hotel Pennsylvania, New York, for the annual 
meeting of the Office Management Division of the 
American Management Association. 

Dr. Coleman Maze, New York University, AMA 
vice-president for the division, was responsible 
for the program, which comprised sessions on of- 
fice research and planning, office controls and au- 
diting, supervisory relations and salary levels, 
activity controls and work simplification, and an 
informal session, “The Office Idea Workshop,” in 
which the audience participated. 

All the talks at this conference were of a high 
level of practical value. As typical of the fine ma 
terial presented, extensive excerpts from the ad- 
dress of Esther Becker, Forstmann Woolen Co., 
on “Stepping Up Effectiveness of Office Super- 
visors,” are published herewith beginning on the 
opposite page. 

On the morning of the opening day were heard 
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the talks of H. A. Finley, Metropolitan Life Insur- 
ance Co., New York, and V. L. Elliott, Atlantic 
Refining Co., Philadelphia. Opening comments 
were contributed by Alvin E. Dodd, honorary 
president, and Lawrence A. Appley, president of 
AMA. Other speakers were W. E. Tarr, Stude- 
baker Corp., South Bend, Ind.; Joseph Meister, 
Curtis Publishing Co., Philadelphia; and Louis R. 
Menagh, Jr., Prudential Insurance Co. of America, 
Newark, N. J. Chairmen for the sessions were Dr. 
Maze and Ken B. Willett. Hardware Mutual Casu- 
alty Co., Stevens Point, Wis., president of the Na- 
tional Office Management Association. 

Two concurrent sessions the next morning 
heard the following speakers: Robert R. Behlow, 
Bureau of Labor Statistics. New York; A. W. 
Hepner, Syracuse University, Syracuse, N. Y.; 
Miss Esther Becker; Harry H. Fite, Economie Co- 
operation Administration, Washington, D. C.; and 
F. P. Hagaman, Esso Standard Oil Co., New York. 

After a luncheon session in which Edwin B. 
George, Dun & Bradstreet, Inc., spoke, the Office 
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Miss Esther Becker, Forstmann Woolen Co., addresses the AMA meeting 


Idea Workshop was held. Participants here were 
Timothy W. Goodrich, Aetna Life Insurance Co., 
Hartford, Conn.; John Handy, Jr., Deering. Milli- 
ken & Co., New York; B. B. Klopfer, Standard 
Register Co., Dayton, Ohio; Herman Knauss, Mu 
tual Life Insurance Co. of New York, New York; 
Theodore Lemcke, Standard Brands, Inc., New 


York; R. S. Mason, Fuller Brush Co., Hartford, 
Conn.; and C. M. Skade, S. H. Kress & Co., New 
York. Chairmen through these various sessions 
were Mr. Dodd; E. H. Conarroe, Metropolitan 
Life Insurance Co., New York; Mr. Appley; and 
Dr. Maze. Comments at the close of the confer- 
ence were made by Mr. Appley. 


More Effectiveness for Office Supervisors 


Excerpts from an address by Esther Becker, Forstmann Woolen Co., 
Passaic, N. J., at the AMA Office Management Division meeting 


@ OFFICE SUPERVISION is big business to- 
day. There are over 15 million white collar work- 
ers. And the office supervisor has some serious 
problems. 

First, the matter of pay. Raises are more spas- 
modic than among factory workers. A _ recent 
survey showed that 589 companies said there was 
no connection between the raises given production 
workers, and the raises given office workers; 228 
companies said there was some connection. 

Second. the situation is complicated by women. 
More than half of the office workers are women. 
And, for the first time, married women out- 
number the single girls. Here are some of the 
down-to-earth problems one supervisor, who has 
quite a few married women in his department, 
listed as a result of his employees going from 
Miss to Mrs.: 

First, he must realize that these two-job 
women find working overtime is a_ hardship. 
This is particularly true if overtime is required 
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on short notice. Good planning may help to avoid 
overtime. Or, a frank discussion may be held 
with the people in the department to work out a 
plan whereby only those who can conveniently 
stay after working hours will be called upon to 
do so. 

Second, for an increasingly large number of 
women, the job is for a long haul, rather than a 
“stop gap.” The office supervisor must try to up- 
grade more girls. Formerly, only the ambitious 
few needed to be considered. Now, opportunities 
for advancement are sought by many who wish 
to combine marriage with work. 

Third, married women in a department com- 
posed of both men and women have a stabilizing 
effect. There is apt to be less “kidding around” 
than among youngsters who are out to make dates 
with fellow-workers. Sometimes, the desks of 
workers can be arranged to take advantage of 
this fact. 

(Turn to next page) 
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Fourth, the office supervisor may just as well 
reconcile himself to the fact that married women 
will shop at lunch. Bags of food tend to make an 
office look messy. Perhaps he can provide some 
space behind file cabinets or lockers, where large 
purchases may be stored. 

Fifth, absenteeism is apt to be higher among 
married women. Illness of the husband, or chil- 
dren, or even social obligations, sometimes take 
precedence over the job. When at work, however, 
married girls are emotionally better balanced. 

It is not my point to emphasize the importance 
of the office worker. All I would like to make 
clear is that the office worker has not had the 
same attention as that more articulate group— 
the factory worker. Over two-thirds of employ- 
ers interviewed in a recent survey admitted they 
concentrated on boosting the output of factory 
workers only. They did little or nothing to raise 
the efficiency of the office worker. Yet, ineffi- 
ciency in the office costs money, too. Time, today, 
is an expensive commodity. In order to conserve 
it an approach such as that made by my company 
to step up the effectiveness of office supervisors 
should be well repaid in better morale. 

About a vear ago, the Forstmann Woolen Co. 
decided to do something about its office people. 
Altogether our office force is about 200 people. 
Approximately 40 of these people are in a payroll 
and accounting unit. Throughout the mills are 
two other points where there are concentrations 
of office people with about 25 in each group. The 
balance of the people are scattered in small offices, 
attached to production, engineering, and labora- 


tory and research departments. 

The first step in our program was Calling to- 
gether a meeting of top production, finance, and 
personnel executives. At this meeting, the feeling 
was expressed that our office workers might easily 
feel they were “left out in the cold.” 

The group of executives decided that the best 
way to realize these objectives was to appoint an 
Office Personnel Board. The initial responsibility 
of this Office Personnel Board was to suggest a 
practical way of going at the problem. Five mem- 
bers constituted this board: These represented 
our general office, staff offices (like labor relations, 
personnel, standards), our laboratory, our mill or 
production offices, and our merchandising offices. 

The Office Personnel Board decided that the 
first step was to develop our present office super- 
visors. It was recommended that “information 
sessions,” two sessions of one hour each. be con- 
ducted for groups of ten to twelve office super- 
visors, the purpose to be: 

1. To find out exactly what their supervisory 
problems and questions are. 2. To consider what 
their supervisory functions are. 3. To find out 
what help they would like in carrving out these 
functions. 

One of the things that the group did was to list 
the functions considered most important by office 
supervisors. Among these functions were: 

See that employees are placed on jobs for which 
they are best qualified. 

Organize work (plan and lay out). 

Recommend hiring, promoting, demoting, trans- 

(Turn to page 86) 


AT THE AMA MEETING (Left to right): B. B. Klopfer, office manager, Standard Register Co., Daytor Ohio: 


Herman Knauss, planning supervisor, Mutual Life Insurance Co. of New York, New York; Theodore Lemcke 


office 


manager, Standard Brands, Inc., New York; Professor Coleman Maze, AMA vice-president in charge of the Office 

Management Divisicn; Charles Skade, division head, S. H. Kress & Co., New York; John Handy, Jr., controller, Deer- 

ing, Milliken & Co., Inc., New York; Timothy W. Goodrich, chief of unit costs, personnel department, Aetne Life Insur- 
ance Co., Hartford; and R. S. Mason, office supervisor, Fuller Brush Co., Hartford. 
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Train secretary shows passenger how Dictaphone operates 


A TWENTIETH CENTURY OFFICE 


By Grace Buckley 


% OFFICES for train secretaries with dictating 
equipment as well as typewriters are innovations 
included in the two new Twentieth Century 
streamliners that were put into operation by the 
New York Central System recently. Inaugural 
ceremonies and public exhibition of the trains, 
each costing about $2,000,000, preceded their 
regular runs. 

A train secretary has always been stationed on 
the Twentieth Century, since the very beginning 
of this fast New York-Chicago service. With the 
addition of the two new luxury trains, the secre- 
tarial staff is now increased to five, one man act- 
ing as substitute for any of the regular four who 
may be absent. Men, usually with previous ex- 
perience in the railroad’s own offices. are selected 
for these posts, for a train secretary’s duties are 
numerous and diverse. His salary is paid by the 
railroad. No charge is made to passengers for his 
secretarial services, but those who make use of his 
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time and skills show their appreciation with sub- 
stantial tips. 

On the new trains the small office where the 
secretary prepares passengers’ telegrams for 
transmission or types letters or other material on 
request is located in a luxurious lounge-secretary- 


The new Twentieth Century 


By Ollie Fife, N. Y. 
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barber car in the middle of the train. Formerly 
the secretary did his work at a built-in desk in the 
lounge, which was the foremost car in the train, 
and passengers in rear cars had a considerable 
distance to walk. 

Now many different services are centralized in 
the lounge-secretary-barber car, directly behind 
the diner. Close to the rear entrance is a separate 
compartment for the new off-the-train radio tele- 
phone and the young woman operator. This 
phone service is now available from New York to 
Buffalo, the area in which Bell Telephone has 
equipment installed, but will later be extended 
all the way to Chicago. 

The train secretary’s office and sleepng quarters 
open off the front part of the long lounge. with 
the barber shop and shower room farther for- 
ward. This arrangement makes it easy for pas- 
sengers returning from the diner or relaxing in 
the bar to dictate their telegrams and letters. 
Location of the kitchen crew dormitory car just 
ahead of the diner reduces traffic through the 
lounge car and makes for restful atmosphere. 

With the addition of a Dictaphone, passengers 
may use these machines in the lounge, in their 
rooms, or in any part of the train, or if they pre- 
fer, they may dictate directly to the secretary. 

William H. Treloar, a young man who is one 
of New York Central’s expert train secretaries 
on the Twentieth Century streamliners, obligingly 


William H. Treloar, one of New York Central's train secretaries, 
types his notes 
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gave the writer an idea of the varied duties in. 
cluded in the sixteen-hour run to Chicago. He 
has been in his present post about two and a half 
years, joining the railroad on his discharge from 
the Army. 

A train secretary, he explains. goes on duty at 
the gate about three-quarters of an hour before 
train time. It is his job to get the names and 
room numbers of passengers boarding the Twenti- 
eth Century as their tickets are taken, both for 
the railroad records and to expedite delivery of 
telegrams, ‘phone messages, and newspapers for 
the convenience of passengers, during the run. 

If a passenger, perhaps a celebrity, does not 
wish to give his name at the time, the secretary 
makes an effort to get it on the train, withholding 
it from the circulated list. if desired. Preparation 
of twelve typed copies of the passenger list and 
locations, several for the railroad’s own offices, 
is one of the secretary’s important tasks. Some of 
these copies are distributed to various sections of 
the luxury train, to the dining car stewards, con- 
ductors, porters, and barber, who must also be in- 
formed about celebrities aboard so that they may 
greet them and extend special attention. 


Other duties 


There are telegrams to be typed for transmis- 
sion, and as many passengers decide to send 
messages just a few hours before the train is 
due to arrive, the secretary must often work fast 
and furiously to get them on the wires with all 
possible despatch. Distribution of the latest news- 
papers, taken on at stops, to passengers who will 
welcome this service is another regular duty. 
He also has other train business to attend to— 
preparation of reports on matters relating to the 
run, delays, if they occur, and reasons for them, 
and the condition and possible defects of equip- 
ment. 

The train secretary is usually on the job until 
2:30 or 3 A.M. During the late night and early 
morning hours, before he turns in, he often takes 
dictations or types letters for passengers. There 
may be few calls for these services—sometimes 
none—or they may be very numerous. Each run 
is different in this respect, just as the several hun- 
dred passengers aboard are different from those 
that the Twentieth Century carried the night 
before. These very differences take the work of a 
train secretary out of the rut of routine, keep it 
fresh and unpredictable. He takes time out for 
rest after two runs in succession, skipping the 
third run. 

Many of the passengers who ask Mr. Treloar 
to take their letters are familiar to him, as “regu- 
lars” who always take the Twentieth Century. 
There is always a sprinkling of screen and stage 
stars and other prominent people. 
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Courtesy of Triometric Engineering Co. 


Office and plant layout by the use of paper two dimension and visual unit templets. (Original scale of '/4-inch to a foot) 


VISUAL SPACE PLANNING 


By Ralph Tabakin 
Consultant, R. Ralf & Associates. Richmond, Virginia 


* FREDERICK W. TAYLOR, the “father of 
modern scientific industrial management” real- 
ized in 1880 that the proper arrangement of 
machines, equipment, offices, and plants would 
bring about a better flow of production, methods 
of processing, and have a positive and direct 
bearing on personnel efficiency as well as other 
elements of satisfactory production. He, more 
than all others, understood that the basic funda- 
mentals of efficient production and operation de- 
pended on a sound program of space administra- 
tion. 

The big problem facing those planning-man- 
agement engineers in accomplishing an effective 
layout, was the presentability of ideas and sug- 
gestions that could be understood by technical 
and non-technical personnel. It was necessary 
to be able to present the planning and work flow 
features of a department showing cecupying fur- 
niture, equipment, and physical aspects in such 
a manner that copies, other than by expensive 
drawings, could be made for file and planning use. 

With this idea in mind, these engineers have 
continuously been experimenting with various 
types of layout equipment that would be prac- 
tical and inexpensive, but would present an easily 
understood layout picture. 

Finally, after years of experimenting and elimi- 
nation, the visual system of space planning was 
perfected by engineers and manufacturers of of- 
fice and plant furniture and equipment. This 
system of planning is also known as the third 
dimensional system. 
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Visual planning layouts, consisting of scaled 
models of office and plant equipment are saving 
top-management an estimated 65 per cent on 
planning costs. The initial cost of the planning 
equipment is far exceeded by the actual savings 
of planning and engineering. 

Third dimensional furniture and equipment 
can now be used by planning personnel in creating 
and planning new or re-allocated layouts. Many 
office executives have found it too expensive and 
impractical to plan and devise new layouts via 
the drafting and blue print method, particularly 
with the constant change in personnel, work flow, 
office equipment, and expansion that exists today 
in modern production and office work. Upon 
acceptance of the final idea or ideas by manage- 
ment, photographs of the contemplated rearrange- 
ment of relocation can be furnished the archi- 
tect for use in producing the completed drawings 


Ralph Tabakin 
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Courtesy of Commercial Furniture Co, 


AT TOP: Layout of a general office by the blue print method. 
CENTER: The use of the scaled paper templet on !/4-inch squares. 


BOTTOM: The same layout by the use of scale model furniture, 
original scale of '/4-inch to a foot. 
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necessary for the construction and alteration of 
the space. Also, these photographs can be used 
in supervising moves, placement, work flow, and 
finally filed for permanent records of expansion. 

Visual planning units have proven to be a time 
and money saving factor to the planner, engineer 
or architect, and management. 

Companies have found, through surveys con. 
ducted by trained personnel, that an increase in 
production and efficiency could be accomplished 
through the proper utilization of their present 
space and the remodeling of physical factors and 
outdated work flow. 

If a concern, contemplating expansion, lacks 
the proper personnel trained in space administra- 
tion, the management would find it cheaper to 
call in a planning consultant or industrial engi- 
neer. Management will find that the recognized 
agencies are staffed with personnel who know 
the space and functional requirements of modern 
industry. These management engineers have been 
carefully trained and educated along the lines of 
conducting scientific surveys for the purpose of 
recommending improvements in «dministrative 
and productive layouts, leasing, methods of work 
simplification, and purchasing new equipment. 
They are equipped with the knowledge and ex- 
perience gained through years of developing in- 
creased profits through well-planned layouts. 


Consultant management practice 


The majority of consultant management en- 
gineers have been using a system of three dimen- 
sional planning for quite a few years. Through 
this system they have been able to assist industry 
in successful space planning. 

The hired consultant engineer and the planning 
sections of the large or small organization have 
found that the proper presentation of methods 
and ideas is a necessity for efficient operation 
achieving the successful production. 

The big organization with its hundreds of em- 
ployees, various offices and departments, and at- 
tached plants and warehouses may employ an 
entire staff of experts trained in the many differ- 
ent phases of industrial management and space 
engineering. Each member would be a specialist 
in his own particular field of production plan- 
ning. One may devote his time largely to plant 
design and arrangement, another to office pro- 
cedures and layouts, while still others would be 
principally concerned with the problems of pro- 
duction, machines, and equipment. Whatever the 
job may be, it is still necessary to present these 
specialties in a composite picture so that all per- 
sonnel concerned can visualize the problems of 
layout, work flow, and other production obstacles. 
Before these people can seek the approval of man- 


(Turn to page 72) 
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J. FINLAY ALLEN 
President of LOMA 


* LIFE INSURANCE policyholders have prof- 
ited enormously from cooperative research carried 
on by the life insurance business, R. C. Kneil 
told the 25th annual conference of the Life Office 
Management Association at its opening session in 
Chicago September 22nd. 

President of the association and vice-president 
of the Reliance Life Insurance Co. of Pittsburgh, 
Pa., Mr. Kneil described project after project 
undertaken cooperatively by life insurance com- 
panies during the past twenty-five years which 
have resulted in economies and efficiency in opera- 
tion. If individual companies had undertaken 
this research alone, he said, there would have been 
a vast duplication of effort and cost; by working 
together, they have been able to use the best tal- 
ents of each company in solving problems common 
to all companies. 

Twenty-fifth anniversary 

Celebrating its twenty-fifth anniversary with 
the three-day conference, the association special- 
izes in research having to do with office practices, 
personnel procedures, office machinery. and other 
subjects involved in the management of life insur- 
ance home offices. During its long history, Mr. 
Kneil reported the association has _ published 
nearly a thousand reports and papers and has 
provided correspondence study for thousands of 
company employees. 

J. Finlay Allen, secretary of the Home Life 
Insurance Co. of New York, was elected as presi- 
dent, succeeding Mr. Kneil. W. J. Adams, secre- 
tary of the Canada Life Assurance Co. of Toronto, 
is the new vice-president; Frank L. Rowland is 
executive secretary. 

Most of the opening program was devoted to 
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papers on employee training and personnel prac- 
tices. Among the speakers were James L. Mad- 
den, of the Metropolitan Life Insurance Co. of 
New York; George Aitken, of the Great-West Life 
Assurance Co. of Winnepeg; Harry H. Allen, of 
the Mutual Benefit Life Insurance Co. of Newark, 
N. J.; MacHenry Schafer, of the Northern Trust 
Co. of Chicago; Walter E. Oswald, of the Penn 
Mutual Life Insurance Co. of Philadelphia; Dr. 
Floyd M. Green, of the Columbus Mutual Life 
Insurance Co. of Columbus, Ohio; Robert H. 
Arthur of the Travelers Insurance Companies of 
Hartford, Conn.; and John E. Thiele and Herbert 
T. Hedden, Jr., of the Prudential Insurance Co. 
of America, Newark, N. J. 


Developing executive personnel 


The life insurance business along with other 
industries in the United States must focus its 
attention on the job of developing executive per- 
sonnel, Ewing W. Reilley, of McKinsey & Co., 
management consultants, told the conference at 
its second day’s session. A pressing reason, he 
said, is the need for establishing a reserve of 
promising younger executives to back up key 
positions. 

One of the challenges of almost all business 
management, Mr. Reilley said, is the need for 
building up a reservoir of trained and able people 
capable of succeeding present management in the 
next generation. It is particularly necessary in 
the life insurance business, he said, because life 
insurance policies extend over many years and 
many of them must inevitably rely finally on the 
judgment and skill of people who are now at 
junior levels. 

In bringing along junior executives to more 
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responsible positions, Mr. Reilley said, a definite 
and clearly-planned program should be adopted 
which will give the men a maximum of training 
in techniques, leadership and judgment. The 
process is equally applicable to large and small 
companies, he said, although the need for such 
a program is probably greater in a small, rapidly 
developing company. 

In its second day, the conference heard a group 
of other speakers in a busy morning session and 
participated in two seminars held concurrently in 
the afternoon, one devoted to office problems for 
companies doing industrial business and the other 
to companies which write accident and heaith 
insurance. A business meeting and luncheon 
were also held during the day. 

Speakers at the morning session in addition 
to Mr. Reilley included Elliott C. Laidlaw, of the 
Columbian National Life Insurance Co. and L. I. 
Ferguson, of the Prudential Insurance Co. of 
America, Newark, N. J. 


Panel of experts 


More than fourteen insurance experts partici- 
pated in the two panels, which were presided over 
by Gilbert C. Clark, of the Equitable Life Insur- 
ance Co. (D. C.) and R. D. Wisely, of the North 
American Accident Insurance Co. 

In the seminar on industrial insurance. office 
methods for weekly debit industrial insurance 
valuation were reviewed by A. W. Anderson of 
the London Life Insurance Co., who reported on 
methods now being followed by ten companies 
doing industrial business. His address was fol- 
lowed by a report on district payroll records and 
procedure, given by Leonard Mosele of the Ameri- 
can National Insurance Co. 

Five experts led the discussion in the other 
seminar on procedures in connection with indi- 
vidual accident, health, end hospital insurance. 


Bob Smith, Journal-Gazette photo 
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The participants included Gordon M. Grady, of 
Monarch Life Insurance Co.; Rov C. Neuhaus, of 
Washington National Insurance Co.; Miss A, 
Margaret Fiedler, of Great Northern Life Insur- 
ance Co.; George L. Smith, of Travelers Insurance 
Co. and Robert B. Savage, of Wisconsin Nationa] 
Life Insurance Co. 
Equipment exhibit 

At an invitational exhibit of office equip. 
ment these firms exhibited: Addressograph-Multi- 
graph Corp., American Automatic Typewriter 
Co., Art Metal Construction Co.. Burroughs Add- 
ing Machine Co., Collection Recorder Co., A. B, 
Dick Co., Dictaphone Corp., Thomas A. Edison, 
Inc., Friden Calculating Machine Co., Inc., Gen- 
eral Fireproofing Co., International Business Ma- 
chines Corp., Johns-Manville Corp., McBee Co.,, 
Monroe Calculating Machine Co., Inc., Moore 
Business Forms, Inc., Pierce Wire Recorder Corp., 
Recordak Corp., Remington Rand, Inc., Robotyper 
Corp., Rol-dex Division of Watson Manufacturing 
Co., Inc., Soundscriber Corp., Standard Register 
Co., and Underwood Corp. 

Participants in the wind-up discussion in the 
industrial seminar were William S. Glasheen of 
Metropolitan Life Insurance Co.. who spoke on 
budgeting expenses, and a panel of four men who 
spoke on methods employed in inspecting new 
industrial applications. These panel members were 
John C. Timmerman, of Metropolitan Life Insur- 
ance Co.; Richard McDonnell, of Sun Life Insur- 
ance Co. of America; Francis J. Pinque. of Colo- 
nial Life Insurance Co. of America, and Joseph 
Hahn, of Prudential Insurance Co. of America. 

The conference ended on the third day with a 
series of committee reports and an address by 
A. A. Rydgren. of the Continental American Life 
Insurance Co. of Wilmington, De!.. one of the 
association’s founding members. 


GEYER AWARD CHECKS PRESENTED 


@ IN the photograph, |. C. Jones, left, president of 
National Office Management Association's Youngstown, 
Ohio, chapter, is shown receiving from NOMA President 
Ken Willett a check representing that chapter's half of 
the Geyer Award, won jointly by the Youngstown and 
Calgary (Canada) chapters. The award was given this 
year for outstanding maintenance of chapter member- 
ship. The ceremony took place at the Area 6 conference 
in Fort Wayne, Ind., September 18th. 


The award to the Calgary chapter took place at its 
monthly meeting October 20th, with NOMA Secretary 
Evans making the presentation and Ralph Ranson, chapter 
president, on the receiving end. Mr. Ranson will use the 
money in a campaign to get National President Willett 
fifty new unassigned Canadian members. 
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ABOVE: 

FILM-A-RECORD READER DESK, new motor driven reader de- 
veloped by the Photo Records Division of Remington Rand Inc., 
315 Fourth Ave., New York, incorporates exclusive features, and 
tests have shown that an inexperienced operator can load it and 
locate any image on a 100-foot roll of indexed film in less than 
60 seconds without leaving her chair. Loading, focusing, and image 
positioning are all accomplished in a recess located at the base 
of the screen. A 14 x 14 inch screen enlarges documents 23 dia- 
meters to original size or larger. Full access to the driving ele- 
ments is obtained by dropping out a partition. Overall dimen- 
sions are 36 inches wide by 32!/2 inches high by 27 inches deep. 


ABOVE: 


NEW MICROFILMING MACHINE more than triples the image 
capacity per foot of film and cuts film requirements by two-thirds 
ome. in many business applications, by exposing only half the width 
: of 16 mm. film at one time. The Duo Microfilmer, produced by 
the Recordak Corp., a subsidiary of Eastman Kodak Co., Rochester 
N. Y., will be available in two film units, operating on the duo 
principle. One has a reduction ratio of 35 to |; the other 28 
to |. Both these units use a 50-foot roll of 16 mm. film. The film 
is run through the machine once to expose one half of the width 
then reversed and run through again to expose the other half. 
Two additional film units will provide reductions of 24 to | and 
19 to 1. Utilizing the full width of the film in one exposure 
these units will use the conventional 200-foot supply rolls and 100- 
foot take-up spools. Machine will accept documents up to 9!/2 
inches wide. 


LEFT: 

AO MICROFILM READER produced by the Scientific Instru- 
ment Division of the American Optical Co., Buffalo 15, N. Y., is 
a |6mm type which occupies only 16 x 23 inches of floor space, 
is light yet sturdily constructed. Weighing about 70 pounds, the 
machine is equipped with casters for easy moving from room to 
room. New features include a 12!/4 inch square projection screen, 
an iris diaphragm for controlling illumination and minimizing eye 
strain, a high-low, reversible motion motor, and a curved film 
track that protects the emulsion surface. With this machine, full 
screen size facsimile prints of any document or record can be 
made in two minutes—without the use of a darkroom. Standard 
model with 20X magnification, is priced at $495. This price was 
misquoted in the August issue. 
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ies RIGHT: 
TS 2 AUTOMATIC SOUNDERASER, the newly developed auxiliary 
‘ machine for users of SoundScriber, will completely reprocess and 
plasticize discs in 24 seconds without loss of recording clarity or 
reproduction fidelity. A minimum of 25 erasures on one disc is 
guaranteed. The new extreme heat process will enable users to 
operate their equipment for less than 10 cents an hour. The ma- 
chine will be available soon on a lease arrangement for large 
users, while smaller users will be able to sublease them through 
their dealers. Full information from SoundScriber Corp., 146 Mun- 
son St., New Haven, Conn., or Jonathan Conrow, Inc., 292 Madi- 
Sal son Ave., New York. 


BELOW: 

PERSONAL PROTECTOGRAPH, checkwriter manufactured by 
the Todd Co., Rochester, New York, will be marketed exclusively 
through retail outlets, the first time that any Todd product has 
been offered through such channels. The device shreds the check 
amount into the fiber of the paper with indelible red ink, making 
it impossible to raise the amount without destroying the useful- 
ness of the check. Retail priced at $19.95 each. 


ABOVE: 
BUTTON CONTROL PAPER FASTENER from Cushman & Deni- Rl 
son Mfg. Co., 135 West 23rd St., New York. The one piece lock 
or compressor unit locks the prongs into position. It covers the 
prongs, and makes a neat and compact binding. With no slide A 
locks or moving parts to manipulate, the new fastener is very fe 
fast in operation. Tests prove that two hours a day, in filing m 
time, can be saved. Bending the prongs down before the locking % 
unit is placed in position, is the underlying principle. This proce- lo 
dure permits the use of a one piece locking compressor unit el 
which can be applied with a minimum of effort. A most efficient " 
binding is made without breaking fingernails or ruining mani- “ 
cures. Control button facilitates cperation. They will be avail- - 
able in one and two inch capacity for 234 inch center holes. 4 
Production will start at once. Other sizes will be available at 7 
a later date. : 
se 
w 
A 
e 
9 


LEFT: 
MODERN LUMITE FABRICS are being featured for upholster- 


ing on some of the new modern furniture introduced by Knoll 
Associates, designers, 601 Madison Ave., New York. This new 
woven plastic upholstery has been applied as seat covers on com- 
fortable, body-contoured desk chairs, for reception rooms and 
unusual offices. Used in an interesting subdued brown and white 
stripe on a desk chair, and in a red and white stripe on dinette 
chairs, Lumite fabric is stainproof, abuseproof and streakproof, 
acco;ding to the makers, the Lumite Division of the Chicopee 
Mfg. Corp., 47 Worth St., New York. Made of Dow's Saran, a 
vinylidene chloride product, Lumite plastic material can be easily 
cleaned. 
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RIGHT: 

ENHANCE OFFICE APPEARANCE with wood paneling effects 
achieved through use of Tru-Grain wallpaper produced by the 
Ullman Co., 319 McKibbin Ave., Brooklyn, N. Y. This paper is 
hung like ordinary paper and can be cleaned by soap and water. 
Tru-Grain features 21 different patterns. The quartered walnut 
shown here is actually wallpaper reproduced from the original 


‘ wood grain and is printed with plastic ink and covered with a 


cellulose plastic surface. Paper is retail priced at $3 a roll, and 
sold only in units of three rolls. 


RIGHT: 

A NEW LINE of Herclules business-machine stands in an- 
nounced by the Meilink Steel Safe Co., Toledo, Ohio. The line 
features two basic models in either flat-top or fixed bed construc- 
tion of standard typing height, 26!/2 inches high. Units are de- 
signed specifically for continuous-forms, correspondence-writing, 
long-carriage type-writers, duplicating or mailing machines, either 
electric or manual. Constructed of heavy gauge tubular steel 
with all-welded joints, these stands provide a rigidity free from 
vibration. Among other exclusive features are a special top-and- 
chassis assembly for extra sturdiness, walk-proof treads, the elim- 
ination of bolts or sharp corners that might injure operators or 
clothing. Generous-sized, semi-luster, durable Vibrex top-panels 
afford ample working surfaces on all models. Compact design, 
as little as 23'/> x 53'/2 inches, conserves valuable floor space, 
saves up to 20% in required over-all area. Two rubber-mounted 
work trays and two easy-sliding drawers are optional equipment. 
Available in black, grey or green wrinkle finish to harmonize with 
7 office equipment. Shipping weight of standard model is 
95 Ibs. 


Co., 344 Hudson St., New York. 
cott, one of America's foremost industrial designers, the new 
desk sets have attractive bases shaped from the finest Mexican 
onyx and marble, most models are available in your choice of 
white or green onyx or black-gold marble. 
has white or green onyx base, measures 4!/2 x 7 inches. 


LEFT: 


IN TIME for the big fall and Christmas giving season ahead, 


five smart new desk set models in onyx and marble, the new 


948 desk set line is being introduced by the L. E. Waterman 
Designed by J. Gordon Lippin- 


Model 823, shown, 


LEFT: 

LATEST STAPLER from Bates Mfg. Co., 30 Vesey St., New 
York, almost loads itself. This model features a new refill-spool 
that makes 5000 staples. The non-rusting brass wire is tangle- 
proof and loads into a larger funnel-shaped hole provided on 
this improved model. Other features include a stronger, larger 
body bearing in the base, new clutches for easy push-in and 
shove-through of the wire, and a streamlined knob for operating 
comfort. Priced at $6.50 each. 
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RIGHT: 


TINY MITE is a name that might be applied to this new figur- 
ing machine, the Llorens, produced by the Universal Business 
Machine Corp., Middletown, Conn. Claimed to be the world's 
smallest and lightest adding machine, it is 5 x 8 x 3!/2 inches 
high, weighs 7 pounds. Has full standard keyboard, will add, 
subtract, divide, multiply, and repeat. Totals visibly, prints in 
two colors on standard paper rolls, will total up to 99,999,999.99 
and has a capacity of 10 columns. Housed in steel and aluminum, 
it is portable and can be carried in a leather case. Strongly 
built with fewer parts, the machine is expected to be in produc- 
tion early in 1949, 


LEFT: 


HI-LO TYPEWRITER STAND has a special pedal touch device 
for raising or lowering it without difficulty. Made of heavy gauge 
steel, the all-electric welded stand won't wobble or sway. Has two 
roomy side-leaves that are solidly reinforced. Top size is 16 x 18 
inches; leaf 16 x 9 inches, extended 16 x 36 inches; height is 27 
inches and stand is shipped set up, ready to use. Choice of 
walnut, maple, solid gray, or green. Retail priced at $18 each 
from the Metalstand Co., Inc., 1615 Melon St., Philadelphia. 


oe 
BELOW: 
CONTINUAL FEATS of addition, subtraction, or multiplication 
8 cannot obliterate the numerals from the double-moldec Tenite 


keys of this portable, full keyboard subtractor, manufacturea by 

the Victor Adding Machine Co., 3900 North Rockwell St., Chi- 

cago. Produced in two colors, the keys of cellulose acetate buty- 

rate Tenite, a product of the Tennessee Eastman Corp., Kingsport, 

Tenn., stay clean, since the numerals are flush with the key sur- 
a face. No amount of use can cause chipping or peeling of the 
 . keys’ colors. 


ABOVE: 

OFFICE VALET-LOCKERETTE, manufactured by the Vogel 
Peterson Co., 624 South Michigan Ave., Chicago, has, in addi- 
tion to an open type coat rack having 12 or 18 separated hat 
shelf compartments and spaced hangers, a shelf for rubbers or 
shoes, and provisions for an equal number of Lock Box compart 
ments for safe keeping of employees’ or students’ personal effects. 
The Lock Box sections are furnished assembled. The hat and shoe 
shelves slip into place between Locker sections. While ample 
space is allotted to each employee, these units save in floor space 
and can be spotted near point of work. Units can be set in 
single rows or back to back in double rows. 
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RIGHT: 
NEW TILE FLOORING UNITS which consist of two halves of 


a square rubber tile cut on a diagonal double curve, were 


veloped by the Danbury Rubber Co., Inc., Danbury, Conn. Trade- 


named Wavedge, the new tile is produced in two sizes, units 
from 6 and 9 inch squares. The new product works readily 


The other half of the square tile is exactly the same shape. 


shifting and arranging the units in different positions, all types 
of patterns and effects can be achieved. Both right and left units 


are available in a choice of thirty colors. 


RIGHT: 


THUMB STALL made of pure gum rubber with an aluminum 
adjuster to fit any thumb or finger, is manufactured by the 
Howard Wilson Co., Winona, Minn. Called the Common Sense 
stall, it is made so that it will not sweat or bind, and eliminates 
necessity of wetting fingers in order to sort or distribute mail 
and cards. 


a 


LEFT: 


A NEW LINE of bookkeeping machines, designated the Fore- 
most, 500 and 600 series, has just been announced by Remington 
Rand, Inc., 415 Fourth Ave., New York. Said to be the first book- 
keeping machines fashioned in the modern mode of functional 
design, their innovations include a streamlined, non-glare case 
which eliminates eyestrain, and finger-grooved, organ-type keys 
for simpler operation. Optical lucite which covers the registers 
magnifies all figures for increased visibility, and the special in- 
sulated, noise-absorbing, Aphonic Stand reduces operator fatigue 
and prolongs machine life. All Foremost models are completely 
electrified. Model 685 computes and prints balances automatical- 
ly, while the entire line provides automatic tabulation, automatic 


proofs, and automatic carriage return and line spacing. Front feed - 


insertion and collation allows “one-procedure’ operation. Two, 
three or more related forms may be produced at one time. And 
many specific applications may be handled on one machine, since 
the operator can add, remove or reposition registers at will in 


into 
slanting ribbons or patterns that simulate interweaving of differ- 
ent colors. One edge is formed in the shape of an elongated S. 
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a matter of seconds. 


de- 


cut 


By 


LEFT: 


MAGNESIUM STEP-STOOL, providing, in equal volume, strength 
comparable to mild steel, and light weight, 75% lighter than steel 
and 35% lighter than aluminum, is being offered by the Magne- 
sium Products Corp., 150 Broadway, New York. The Magnex step- 
stool is manufactured in two sizes, an 18 inch stool, with 9 inch 
top platform with safety tread, weighs only 5!/2 Ibs. and wiil sup- 
port 500 pounds. The 27 inch stool has two steps plus the top 
platform. It is folding type, whereas the 18 inch stool is not. 
The 27 inch stool weighs about 9 Ibs. Both sizes are constructed 
of extruded magnesium alloy, providing highest strength-weight 
ratio of any of the commonly used metals. All steps are but- 
tressed with 2 inch magnesium channels, all joints are welded, 
and all edges are turned to prevent snagging of clothes or 
scratching. 


A etinectile Saxcochaerth 
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RIGHT: 


BY DIFFUSING the natural blue-white glare of fluorescent light- 


LEFT: 


4 POST DRAFTING TABLE, the newest of the 7700 series from 
the Engineering Mfg. Co., Sheboygan, Wisc. Features of the 
table include a moisture sealed, 5 ply basswood Seco drawing top, 
coupled with a wide, comfortable, linoleum covered foot rest. 
Research among draftsmen prompted the inclusion of this fatigue 
resisting feature. Sound, solid oak is used throughout the entire 
construction. Smart designing gives the draftsman an efficient, 
comfortable, and attractive drafting table. 5 different top sizes 
are available, and in addition, a variety of combinations is avail- 
able. Tables can be had without drawers, with tool drawer only, 
or with tool drawer and shallow drawer. Both drawers operate 
smoothly and easily on metal runs. An auxiliary unit with a 
supply drawer and a file drawer, also constructed of oak, is de- 
signed to provide for easy attachment to the table proper. The 
standard line is finished in gclden oak, with an alternate choice 
of light oak. 


ing without reducing light value, this new plastic diffusion shade 
manufactured by Lee-Bert Inc., 900 Lapeer, Saginaw, Mich., lends 
a practical and decorative note to any office. Finished 
in fluted, clear plastic with polished metal strips, the shade is 
easily cleaned and adaptable to overhead, vertical, or horizontal 
fixtures. Clamps firmly on the light tube itself, eliminating use 
of nails, screws, or extra fixtures. Standard models come in 
lengths from 16 to 40 inches. Commercial models are also avail- 


able. Both come in a variety of colors. 


ABOVE: 


PRESSURE-SENSITIVE TAPE DISPENSER that automatically 
feeds measured strips !'/2, 2/4 or 3 inches long has been de- 
veloped by Better Packages, Inc., Shelton, Conn. This new sealer, 
called Big Inch No. 3, is designed to simplify application of 
pressure-sensitive tape in production and packaging and to effect 
economies of this comparatively costly sealing material by pro- 
viding precise, predetermined short tape-lengths. The dispenser 
is easily adjustable to feed the desired length. A light, rapid 
lever stroke measures, dispenses and cuts the strip. Each cut 
strip is held flat against the feed reel until the operator peels 
it off for application. Thus, the waste of tape through snarling 
or mis-sticking is avoided. Since the tape roll is completely en- 
closed, tape is protected against dirt, damage and deterioration. 
Proper weight and balance keep dispenser steady in operation, 
permitting one-hand dispensing which leaves operator's other hand 
free to hold work. Streamlined in design, the machine measures 
about 10!/, x 4!/, inches. 
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BELOW: 
ELECTRO-WIRE RECORDER, manufactured by Electronic Prod- 


ucts, 443 Greenwich St., New York, includes radio, sensitive crystal 
microphone with desk stand and cable, record player, and two 
Yo-nour spools of recording wire. The three position footswitch 
and earphone accessories allow the stenographer to type, and 
play back without having to remove her hands from typewriter. 
Stop, wind, and rewind are accomplished with footswitch. Push 
button controls all recording functions. Has built-in AM standard 
broadcast radio. Operates from 110-120 Volt AC. Carrying case 
is luggage type with heavy brass hardware. Machine is 19 x I5x It 
inches, weighs 34 pounds. 
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ABOVE: 

MAGIC MAILER works by ‘simply sliding an envelope through 
the unit from left to right. It comes out moistened, sealed, and 
ready for stamping. A section of the wool felt moistener is ex- 
posed, acting as a stamp moistener. Compact and smart look- 
ing, the mailer leaves no glue or water on fingers, avoids smudging 
of envelopes, eliminates use of sponges. Comes with a |-year 
guarantee and complete set of instructions from the Haldon Mfg. 
Co., Inc., 837 North La Cienega Blvd., Los Angeles. 


ABOVE: 


SAILING SHIP, the third in a series of distinctive metal book 
ends from L. F. Grammes & Sons, Inc., 342-D Union St., Allen- 
town, Pa. The heavy weight, nautica! designed book ends, feature 
Grammes permanently etched metal plates, and are finished in 
antique silver which contrasts with highly polished hard wood 
blocks. Smartly packaged, they are 5 x 5 inches wide. 


RIGHT: 
“RECORDS THAT CONTROL QUALITY CONTROL" and a com- 


panion film, "A Game of Chance" are combined in a 35-minute 
clinic presentation featuring a practical discussion on quality 
control records in manufacturing. These new soundslide films, 
produced by the Standard Register Co., Dayton, O., give a case 
history on how a user of a Standard Register system of record 
control reduced scrap rejects 23%. Shown here are stills from 
the production, which tells of the weaknesses common to many 
inspection report systems. Mixups of rejected material with good 
work passing through production, repeated inspection and report- 
ing of the same lots of work, double payment for labor on the 
same lots of material, shortage of material at assembly, and dis- 
torted reports to management. are the results of these weak- 
nesses. The film demonstrates a system that provides control of 
men, material, and machines through control of every original 
record written. It also shows how management can be sure of 
receiving accurate reports on the effectiveness of the Quality 
Control program. The clinic presentation is made without charge 
by representatives of the company as a basis for open discus- 
sion of quality control principles and problems dealing with basic 
records and systems of control. 
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LEFT: 


CONTINUOUS PHOTOCOPY MACHINE that makes four hun- 
dred 8!/2 inch x II inch copies an hour, and is able to copy 
direct from originals up to 18 inches wide, any length, is an- 
nounced by the American Photocopy Equipment Co., 2849 North 
Clark St., Chicago. The high speed machine makes it possible 
to have plenty of permanent, error-proof, low-cost, legally-ac- 
cepted copies of records, plans, drawings, blueprints, office forms, 
photos, charts, diagrams, letters, statements and other important 
papers. Called the CP-18 Apeco Continuous Copier, it copies 
directly from any original containing matter that is written, printed, 
typed, drawn, blueprinted, or photographed. Because it Operates 
on a simplified photographic principle, it needs no masters or 
stencils, or new tracings. Thus it avoids expensive copying by 
draftsmen and typists, and prevents errors in copying. An original 
and a piece of photocopy paper are fed together into an open- 
ing. The continuous canvas belt and revolving alass cylinder keep 
them under constant, uniform pressure, prevent slipping, assure 
clear, readable prints. Exposed sheets come out ready for quick 
easy processing. 


ABOVE: 


ABOVE: 


OPENING CARTONS. The Flash Box Opener Co., Inc., 52 West 
Houston St., New York 12, announces a new Flash Box Opener 
which opens cartons quickly and protects contents of cartons be- 
cause it penetrates exactly under the outer cover thickness. I+ 
cuts cleanly, permitting reuse of the cartons. The Flash Box 
Opener protects the user from injury. Made of durable zinc, it 
is designed for heavy duty and eliminates fatique. It is the only 
carton opener with the exclusive patented blade holder that is 
speedily adjusted to cut varying thicknesses of carton covers. 
Illustrated booklet giving complete information is available. 


ABOVE: 


HEAVY DUTY STAPLER. The Consolidated Wire Products Co., 
Inc., 145 Spring Street, New York, manufacturers of Mercury 
staplers and staples, announce the addition of the H-30 heavy 


TWO-WAY SPEAKER, the 450 Master Unit, a product of the 
National Inter-Communicating Systems Co., 153! West Devon 
Ave., Chicago, is designed for selective loud speaker two-way 
inter-communication between the master station and from one to 
ten sub stations at short distances or up to three miles distance. 
By pressing a knob, the master station can talk with one or ten 
others at the sarne time if desirable. 

This model is recommended by the maker for use in noisy loca- 
tions such as machine shops and garages. Cabinet has two-toned 
walnut finish, size is 10% inches long, 7'/4 wide, 8!/4 inches high. 
Operates on AC or DC and weighs 6!/4 pounds. 


aay gt Tit 
aa 


vecrs 


duty stapler to its line. The new machine of durable case hard- ABOVE: — 
ened mechanism, has a chrome plated cap and body with gray BASE-LOCK RUBBER TYPE from Wm. A. Force & Co., Inc. No. 
Hammertone base resting on non-skid rubber pads and _ incor- 64 White St., New York, who is now the exclusive national dis- 2 ke 
porates the Mercury “open-end” channel and exclusive "“jam- tributor for this product. The patented type locks firmly in safe 


free’ feature. It can be used as a stapler, pinner and tacker: 
uses three different leg lengths ('/4, 3, '/2 inch) of heavy .030 
gauge staples in full strips of 140; fastens 140 sheets of bond 
paper and will penetrate light gauge metals; has a throat depth 
of 4% inches. Also available in the L-19 lightweight model 
(taking a full strip of 210 .019 gauge staples) and in the long 
reach (up to 16 inches throat) heavy duty and tightweight models. 
The H-30 and other models are now in production and avail- 
able for -immediate shipment. 
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dove-tail fashion to Base-Lock base so that spacers are unneces- 
sary, and there is no possibility of type moving in any way 
while making impression. Can be used on flat or curved mounts 
for either hand or press use. There are 35 different sizes of 
popular type available. An outstanding feature of Base-Lock 
Type is the ability to use all sizes together on the same base. 
Copy changes such as dates, codes, colors, etc., can easily and 
readily be made. All fonts contain adequate assortments of 
often used letters, punctuation, and fiqures. 
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Two can comfortably work on 
the above 12-1002 desk by plac- 
ing the two file units in opposite 
directions. 


No. 126-102. Desk, consists of 
2 letter-size drawers and 1 
tafe. Gray or green. $143.50* 


No. 152-102. With 3 letter-size 
drawers and 1 safe compart- 
ment. Gray or green. $136.50* Lan 


Illustrated above: No. 72-1002. With 4 letter-size 
filing drawers. Gray or green... . $139.00* 


New Double Duty-Desks 


Streamlined convertible steel desk units . . . available in 
combinations as illustrated. The steel desk top is linoleum 
covered, trimmed with a fine aluminum edging. Drawers 
are equipped with spring compressors and precision built 
ball-bearing suspensions, enabling them to float smoothly 
and quietly at the mere touch of the finger tips. Center 
drawer has a built-in steel tray for clips, pens and pencils. 


All desks illustrated on this page are: 31” high, 56'2 wide, 31” deep. 
For Walnut or Mahogany colors, add $23.00 


*Prices in Zones 2 and 3 slightly higher 


285 Madison” Avenue. os New York 7. 
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SAFETY D DRAWER CABINET eee lateguards expensive lyse uu 
other valuable items; ideal for leases, contracts, etc. 27 drawers, protected 
by heavy steel, reinforced doors, equipped with a two-way locking device 
and paracentric lock. Olive green or gray crinkle finish. 


No. 2717D — 37%2" high, 30” wide, 1812’ deep $79.00 


DESK HIGH “‘air-flo”’ FILE. A heavy, precision-built steel 


suspension file having greater filing capacity. Drawers float at the mere 


touch of the finger tips. For home or office. Olive Green Grained Walnut 
Height Depth or Cole Gray or Mahogany 


No. 1002 Letter size 3012" 2856” $45.00 $54.00 
No. 8002 Legal size 30%" 28%" $52.00 $61.00 
Automatic lock palates both drawers add $9.00 to above. 


CANCELLED CHECK CABINET. The 14 drawers ot tnis cavme 
will house 7 years of cancelled checks. Ideal for many other uses. 
Cabinet size, 23%’ wide, 3712’ high, 2412” deep. Inside drawer, 


10%" wide, 412” high, 24 deep. Olive green orCole gray, crinkle finish. 
No. 2414 $63.75 


(Zones 2 and 3 slightly higher) 
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285 Madison perue. vt 


New York 17. N. 


=e 7 ‘2 A eee a weet ee ee res a a 
ee a am = ie Raye com oe. a va een, ia ee Sie ae ae gi Le: a; 
ot on . i . y sy 4 ys a i eh 3 
we > Rag). = 
. Bes» - - Teer AC gual 
— ‘ ae. — - g§ 
ee paar ~ ae 4 
fe a Sy ~ . os —— if 
aan a 7 - five. 7 = | a 
a ma a $ es i . Bs 
Ss . = : ¥ ee ai a. 
= = = = ee ons " 
= ee . = pant Boe —. 
FS ‘ eB. eed a i a 
i .. * = oh ee ee er" ae 
ie 4 a es iS Be — 
ee a “ ag 2 os 3 4 va eh. : 
i 4 a = Ke R, 3 rh ij me tT 2 - : 
eo 2 ee) Sa aoe PT ik las ee 
4 : te ¥ : ee wh oe mec |) i i : cis 
a koa 4 - 3 ee a gee a alma 
to Ps = ‘ 2 as : 
; he “ — ; er, é ae @ 
> . et - 4 se ks - | ies Se 
E Be,  ——- e Re 2. ce hae 
<n e ig = 7 zis: . 2 ys ‘e 
ie. | A ——— a cs -. 4 
yh || & s ay <2 2 ee Ee ¥ 
ea bee. = a meee Se ‘ =" 
oe Br = : a | pyle ti 2 —. = 
5 ye | a: * : * B a patty fae ro 
ee. ts J — 3 | ae ee 
- ie ‘ = Be — "oe -- ¢@ 
: ee RS a eee i a 
oy 38 Pe . a 3 —- | nae a ¥ ' 
ae” a : 2 a ee — ‘ 
wee: ie 8 =: . ee = 
ore . & : ‘oa oe a a a 3 i ease ite ipa _ —— z< 
gaa eS. . a es; i A % ge cn 
ee ee. ¥ ‘ ae. —_ aa E pa a 
Pe ie 4 te es) «i ae 
oe J a 4 me ae E —_— Pt) = 
Bie — ey a a ie oe ie a Hits 
4 : ee € a —— a = — Ss ss . 
re ‘ x é oy : oA Sy Pe Pa 
da: pe a ae tie ae Sees 5 
cS ae a é ae ES a : — — 
ae | : i “eas ie. - ; ——- 
3 at S. . . eS a — a. 
i : ae ‘ Me: a * oa i ies = ae i ees iz roe ape: = ea 
aie ee . yA ‘ ay . sea Pe a ocsaail — mg = er. # Leh 
i, .., % ve oes a F 2 in. ...., (in aia a 
re sy xe ; r . ee ‘ % : 
s ; 2 a s . t Pa ; 
s: %e ‘ oe iy. 
oa : ; a ee | 7 
5 ? oe . a ne | xtc 
nee 
rth, ie iM S.No ee SE a Oe Ge . 
ae ou na * ‘ : ‘ oe a oe Olive 
ae Grai 
a PEF PE 
B 5 es, — 
e : EE = Se ae Rec rars q , 
= Berd er. oe - * 2 Eo ae = =i 
ae ia < ey 8 es a sei ST 
: ee cote ee f i . et a ie x a 2 Bz: SS 
4 % Be * mt Es # - Fe Ds - _— i a , eee Be 4 = ot on Semmes - A , 
€ > mo: Ab ¥ a a, i “ m 3 ma this — : rs ; 
:. es ‘en ” an SES ‘eee 4 oo ah z bes = ee oe gars Ss , 
wy se Se a 4 - i oh % 9 Saad a. al 4 q = . oe Per aed Sa “ 
ae .  ° Fea ee 4 3 — — = ae 
‘5 h _ + er 5 a : oe = rn Pe ¥ ate ¢ ro ON ca f bee 
; -« es y ee ¥ 3 3 : . | — a 2 
| ; ‘= * Ea ts 2 | me “3 ee 
: ot : ws bene hae ‘ 3 - a a | : a ee 
.. a in oe a mi ES iis Soo ; —_ Bai ms : 
a - 5 * 4 ~ Lad 4 a rf eo. ae 
| 5 e * ae oe Ga -_ a sg i; 3 Bie Te . = 
| a 4 ae haar ae 2 : . Oe me a 
a a : ae et ES y : az . eae ; 
| ’ ad fs e — *~ Fa ee Ke 3 - : 
| * . by a iar ; a ey ee) ee a \ 
| : 4 é ee ps oe — a ges: jie a - 
‘ : cs. : iu ae oe < * — Sere es pe ‘ 
7 | y 4 : ’ ~~. oe ee - ee ene aoe : = 
; i” e ie. bee ; : [eS } 2 eee pd, eee Pe 
Meg 7 or Sad Be ‘ : Bets i Oe age ¥ 
ey tg x s . aaee — p= : s ror eh Gee 
a - be ee te ee 3 ~~ ¥ ae ee 
: me) 5 she Pee Be BS é 4 a ‘a ENE aed ae 
a ian eo ee i wah oe : a ae pote! ed ae 
aoe a! ‘ i : | ie en 3 ” ee ‘ i age 55 ger a 5 
SS | Sere 3 ae , ar 
4 a fe -— ot : i : a res i | Se nds aape® . 
J Bt Br . 4 oe uf — it a. . Pe ao = < is + on a ee re 
— &£€ |. Beek —see oe 3 ee ae iA 
a Pe roe % a oi : = a ii i ee - 
| & ? Me. ‘* — 4 beet. : 
| oe be a P< K a. . 
i ee sages ee ae — 
§ iti a aie not oe eye Se ee ccs. ee Se 
2 (tH 
q + 
* : No. 
oe Upk 
4 late 
Rie ees {bia 
- # 5 
- oon eC 
ae | Ef UTS OR PHOTC mE EE — —§ eee A ABLE ON RE T 
: \ 
taf : a 2 
re ; F . Hy ; f 
i a, = s 
os, > # - 
i _ 7 ae e : 
F 7 . (re : ar 7 pi . a . - i 
- 2. mm itil) 
_ — he, mee Gt GY 
= pe a po See a ee 7 ; 


t steel 
e mere 
| Walnut 
vogany 
}.00 
00 


cau! 
er uses. 
drawer, 
le finish. 
563.75 


STEEL SAFE No. 2906. Complete with 2 safety vault boxes under 
extra lock and key, same as your bank vault. Equipped with a Yale 
3wheel screw wedge combination lock with 3 locking bolts. Size 
30'%" high, 1434” wide, 2856” deep. 

Olive Green or Cole gray $49.50 
Grained Walnut or Mahogany $58.50 


TYPEWRITER TABLE 

No. 755 — An all-steel table with 
linoleum top, beautifully trimmed 
with fine aluminum edging, 25%” 
high, 2914" wide, 15¥2"’ deep. $15 


(Zones 2 and 3 slightly higher) 


(HKOME ARMCHAIR 


No. 4000 — Triple-plated chrome. 
Upholstered in vinyl-coated simu- 
lated leather. Choice of colors. 31” 
high, 21’ wide, 22 deep. $32.50 


NEW DEALERS NVITED 


WRITE 


CUMBINATION CABINET No. 5002. A safety compartment 


with lock and key for ledgers and other important books. Lower 
half is a letter size Air-Flo suspension file which floats at the mere 
touch of the finger tips. Size 30%” high, 1434’ wide, 2858” deep. 
Olive Green or Cole gray $42.50 
Grained Walnut or Mohogany $51.50 


Si 


STORAGE CABINETS No. 349L. will keep your office sup- 
plies and printed matter clean and orderly. Ideal for hand tools, or even 
liquor. Two-way locking device controlled by a paracentric lock. Two 
adjustable shelves. Olive green or Cole gray crinkle finish. 3742” high, 
30” wide, 1842’ deep $45.00 


FOR CATA 


STEEL EQUIPMENT COMPANY: 


285 Madison mvenve; ee 
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valuable floor space. 


SIZES AND PRICES 


STURDY CONSTRUCTION — Prontos are built of 275-Ib. 
test corrugated fibre board and reinforced with steel on the 
shell and the four corners of the drawers. 


SAVE FLOOR SPACE — Constructed so that they interlock 


into solid units and stack as high as the ceiling, saving 


LOCATE YOUR RECORDS EASILY — No more need of 
fussing and fuming. With Pronto files you can get at all 
records just as easily as in your regular active files. 


BEAUTIFUL APPEARANCE — Pronto files are beautiful in 


appearance, finished in an attractive olive green. The steel 
drawer front matches your regular active office files 


| Inside Dimensions FIBER BOARD STEEL 

ses |_geawen rmover_| eave mont 
° * | i 

Ce ne ene | No. Single Carton No. Single Carton 
tletter Size | 12%... 1%. . 24 E210 . . $3.10 . . $3.00 || I210L . . $3.85 . . $3.75 
tlegal or Cap 15%. . 10%. . 24 E510... 3.75... 3.66 fF ISIOL.. 405... 4.75 
Invoices | 10% .. 8% .. 24 E109... 2.75... 2.465 On .. 348 .. 3.0 
*2 Rows 8x5 Forms 10% .. 8%. . 24 E108... 3.05... 2.95 106L.. 3.65.. 3.55 
Freight Bills Tesi F wee EW .. 240.. 250 097 .. 310.. 300 
| Checks | 10%... 4%... 24 BIG... 245.. 2% Oa... 34.. 38 
Drafts or Checks | %m.. 4%... 24 | E94 2.10... 2.00 || 1941L.. 260.. 2.50 
5x8 Forms | 8%.. 5%.. 24 E85 2.35... 2.25 | 106IL.. 265.. 2.75 
Tabulating Cards T%.. 3% ..24 | E73 210... 200 | 78L.. 25 .. 2.45 
*3x5 Cards (3 Rows)|) 16/2... 41/2 ..24 | E64 3.75... 3.65 |, 1645L.. 405 .. 4.75 
*4x6 Cards (2 Rows)|| 12% .. 5 ..24 | E24 .. 2.75... 2.65 || 1245L.. 3.40... 3.30 
*3x5 Cards (2 Rows)|| 10% .. 3% .. 24 £103... 265... 235 CU... 2% .. 3B 
Vouchers (Upright)}, 5! .. 104. . 24 E592... 2.90.. 2.60 |) IS92L.. 3.65... 3.55 
tledger Sheets ee ae. E9! 3.50... 3.40 |) 912L.. 4.25... 4.15 
tledger Sheets | 12% .. 12% ..18 | El2 4.45... 4.35 || 1212M 5.80... 5.70 


*These numbers hove removable divider partitions. 


tPacked 6 to a carton—all others |2 to o carton. 


Prontos Installed at the Underwood-Elliott Fisher Co. 


NEW DEALERS INVITED—WRITE FOR CATALOGUE 


PRONTO FILE CORPORATION 


285 Madison ae 
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sy of E-Z Sort Systems Co., New York, San Francisco. 


* MANY FIRMS are aware of the advantages 
of a research and statistical department but 
hesitate to undertake its establishment due to 
fear of expense involved. 

One simple, inexpensive method for handling 
this type of operation calls for nothing more than 
a hand-punch, a sorting needle, edge-punched 
cards, an ordinary clerk, and just a little imagin- 
ation. 

The American Paper & Pulp Association was 
recently faced with a problem of analyzing labor 
contracts and furnishing their members with 
periodical reports on wage structure within the 
industry. The frequency of these reports is of 
great advantage. Ordinary methods would render 
the cost prohibitive; through use of this system 
the data is tabulated in half an hour and frequent 
reports are thus made possible. One card for 
each clause of the contracts involved is prepared 
and punched for clause number. The clause cards 
appearing in a given contract are then pulled, 
and punched in a designated spot for contract 
number. This is done for each contract. Cards 
are then sorted by means of a needle into clause 
order. 


November, 1948 


A few sample cards from a variety of business users. Below, the hand punch 


SIMPLIFIED RESEARCH 


By Richard L. Hollingsworth 


The most intricate cross tabulations are pos- 
sible literally in one minute. The clause cards in- 
volved are pulled and stacked together, the co- 
inciding holes give the answer. Thus, if it were 
desired to ascertain the contracts involving CIO 
unions in the Great Lakes area, where employees 
exceed one thousand, and were paid double time 

(Turn to page 70) 


Sorting the cards with the needle 
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A wide range of file cabinets, and transfer and 
storage files, as well as various types of duplicat- 
ing machines and equipment, are presented this 


WHAT'S AVAILABLE? 


month. Adding and calculating machines, and ex. 
ecutive chairs will be the items covered in next 
month’s “What’s Available” feature. 


DUPLICATING MACHINES 


American Photocopy Equipment Co., 2849 N. Clark St., 
Chicago 14 

Apeco Speediiner Duplicator 

@ New item to APECO line. Direct process fluid type dupli- 
cator capable of printing four colors at once at a rate of 60 
copies per minute. Steel construction with a zephyr-grey 
crackle finish. Hand operated, completely portable. Price, 
$74.50 complete with a supply of carbon master units, dupli- 
cating fluid and 100 sheets of copy paper. Federal excise tax 
is additional. 

Delivery: Immediate. 


Copy-Plus, Inc., 2817 W. Carmen St,, Milwaukee, Wis. 
Curvette 

@ Manually operated, rotary stencil type duplicator. Dimen- 
sions, 12” x 12” x 22”. Made of aluminum, brass, and Tobin 
bronze, grey hammered metallic finish. Automatic feed. Posi- 
tive action with continuous gear drive. 125 copies per minute 
—5 colors. 

Delivery: Immediate. 


Davidson Mfg. Co., 1020 W. Adams St., Chicago 7 
Model 210 Duplicator 

@ Offset duplicator. Takes floor space 20” x 38”; height, 44”; 
weight, 248 lbs. Designed for the short-run applications as 
well as for the systems market. Electrically operated (also 
available in manual model). Has both ball and oilite bear- 
ings. Motor is %4-h.p., AC or DC. 

Maximum sheet size 11” x 14”; maximum form area 934” x 
13”. Minimum sheet size, 3” x 5”. Control of the paper 
through the machine gained by grippers built into the 
segment; grippers require no adjustment. Possible to 
change from the light paper to the cardboard with- 
out pressure adjustments. Model 210 has the blanket cylinder 
in full view of the operator, readily accessible for fast change 
of original masters. Minimum of adjustments. This same 
model will be available with a clutch attachment providing 
for “stop and go” operation on certain systems applications. 
Price of Model 210 is $750. 

Delivery: 60 days. 


Davidson Dual Duplicator 
Offset duplicator for long runs of identical steck, equipped 
with automatic suction feeder. Power operated. 


Dayton Typewriter Co., 516 Wayne Ave., Dayton 10, Ohio 
Model C, Rotospeed 

@ Stencil type, manually operated machines. Automatically 
feeds any kind or size of paper from post cards to 9” x 16” 
sheets. Ratio of handle to cylinder, 1 to 1. Position of the 
printed copy can be raised or lowered 3” by simple adust- 
ment. New type feed table holds up to 200 sheets of paper. 
Positive paper strippers prevent paper from clinging to the 
cylinder. Automatic impression roll release prevents impres- 
sion roll from contacting cylinder. Aluminum alloy side 
frames and wheels, brass bearings and all metal construction, 
finished in wrinkle enamel and chrome platimg. Price, $72.50. 
Delivery: Immediate. 


A, B, Dick Co., 720 W, Jackson Bivd., Chicago 6 
400 Series Mimeographs—Model 450 
@ High speed; 500 sheet feed table capacity. Hammered, grey 


finish, easy to clean, chromium trim. Styled by Walter Dor- 
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in Teague. Designed for heavy production of typing, hand- 
writing, hand lettering, forms—in black or color inks—with 
all weights of papers from substance 16 to card stocks, in 
sizes ranging from 3” x 5” to 9” x 16”. 

Completely enclosed cylinder gives smoother, quieter, safer 
operation. Automatic ink distribution and recovery system, 
housed in closed cylinder, permits long runs without re-ink- 
ing, distributes ink evenly and quickly and recovers unused 
ink. Hand wheel (instead of crank handle) eliminates need 
for engaging and disengaging crank. Electric operation (op- 
tional—Model 25 electric drive cabinet) gives high speeds up 
to 180 copies per minute. Insulated for quiet operation. Hand 
operation is easy. Each turn of the cylinder produces one 
copy. Roto-grip paper feed, new enclosed feed for better 
operation. Enclosed and positioned near the cylinder for im- 
proved efficiency and greater safety. Quick-loading feed 
table with efficient parallel-moving, adjustable paper retain- 
ers, lever control, for fast loading, easy set-up and efficient 
feeding. Copy counter records to 2,000 and shuts off feed 
when run is completed. 

Universal stencil clamps for fast, easy attaching and re- 
moving of stencils. Stub, stubless or universal stub stencils 
may be used. Stencils may be filed and re-run. Single con- 
trols for split-second lateral, vertical and angular copy posi- 
tion adjustment. Flat-type, demountable strippers with strip- 
per stops. Lever for attaching and removing ink pad and 
automatic tension control. 


Model 440 

For heavy duty production. Designed for high speed pro- 
duction of all types of mimeographing in black or color inks 
with a wide range of sizes and types of paper and card stocks. 
Electric or hand operation. Closed cylinder. 250 sheet feed 
table capacity. 


Model 430 
Economical for general office use and for specialized mime- 


ograph procedures. May be used for all types of stencil dupli- 
cating in black ink or color inks. For use with all weights 
of papers from substance 16 to card stocks, in sizes from 
3” x 5” to 9” x 16”. 125 sheet feed table capacity. 


Model 420 
Recommended for moderate duplicating requirements or 


for infrequent usage or for short runs. For all types of sten- 
cil duplicating. Open cylinder. Hand operated. 125 sheet feed 
table capacity. 


Model 410 

New low-cost mimeograph, especially designed to suit the 
duplicating needs of the small church, school, association and 
business organization. May also be used as auxiliary equip- 
ment by the large organization. Hand operated. 100 sheet 
feed table capaciy. 


Ditto, Inc., Harrison at Oakley Bivd., Chicago 12, Hl. 
Model D-44 Sitting Posture Machine 
@ Finished in black wrinx. Designed especially for methods 


work, but can be used for ordinary duplicating. Can be ob- 
tained with or without automatic feed, and with or without 
magnetic drum. (Turn to page 58) 


November, 1948 


o a gee regy = rep 


= s 
2 
Bi be 
i ee ee 
Teper ie 
al. 
ne ap ; 
whe. — 
ace Le 
a | 
sig, mS i EE eee _____....._ | |.) 
an | 
ae li 
“Oo ii ‘, 
oe | aan 
ae : iy 
i | 
ui a ; . 
an, r 
“ | 
= } 
| 
2 ngs | 
is i i 
see i 
ht, H 
2 ie 
OR 
j + 
£ 
il 
in 
eM 
Re 
= 
baad f 
os H 
ir he } 
‘ | | Po 
ae Pe 
i 
ny a 
ae | 
ee! | 
| 
3 
ae 4 | 
| ee 
uit | 
og be 
a | 
s- | | 
neo ae \ 
Rae 56 i| t 
ns Sane } 
es 3 ' 
Saar { 
oe a | 
Sas, hg bo 
he eee | 
a™ = ee a | oy 
ae he 
a 
i. i Pas : : a _ 2 ars ie ae Ra B d ie oe ae ae : a a r < : es i 
i. ae “a il oo : ve a. sony a % aga a : a By. B: 2a ae 4 
— es — 2a e & ae 
= * oa a Ais ma bite : re Seer ; 
. Nae CFSE. way 4 a ts. i a : 5 2 Si mee V ar, 


icient 
feed 


d re- 
encils 
: con- 
Posi- 
strip- 
d and 


Copy-Plus, Inc.'s Curvette 


The Speedliner of American Photocopy Equipment Co. 


Duplicators 


Dayton Typewriter Co.'s Model C 


Davidson Duplicator's Model 210 


Sitting Posture Model D-44 of Diito, 
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DUPLICATING 


MACHINES 


(From page 56) 


Heavy duty machine designed for speed in large volume 
production of parts orders, purchase orders, assembly orders, 
ind other factory or office work. Copies are made direct 
from the original writing, typing or drawing—as many as 70 
copies per minute—as many as 500 copies per master. 

Has electric foot pedal control, leaving both hands free for 
feeding forms. Perfect visibility of copies from sitting position. 
Micro-registration adjustment. Price, $795. 

Devivery: Immediate. 

Hart Mfg. Co., 2400 Endiott St., St. Paui 4, Minn. 
Mimeograph Model 148 

@ Takes legal to post card siza stock. Automatic feed. Regis- 
tration control. Uses standard stencil and ink pads. Ball- 
bearing equipped. Automatic inking; automatic roller release. 
Finished in taupe hammerloid baked enamel. Equipped 
with all the necessary adustments for standard duplicator 
tasks. Non-leaking, fully enclosed ink drum equipped with 
internal ink brush. Any good grade supplies applicable. 
Price, $95, plus tax 

Delivery: Immediate. 

Hectographia Corp., 110 West 17th St., New York 11 
Eveready Duplicator 

@ Simple gelatin type duplicator making up to 100 copies off 
each of 3 gelatin films. Size, 834” x 1434”. All-aluminum base 
to which are attached 3 gelatin films. The films require no 
washing—though up to 48 hours required for a film to absorb 
the ink of the master that has been used, after which the film 
is again ready for use. Thus film number one could be used 
on one day; film number 2 could be used the next, and the 
last film could be used the next day, afer which the first film 
would again be ready for use. Each of the 3 gelatin films 
will take 20 or more masters before becoming filled with ink. 
One set of 3 films will give a minimum of 6,000 copies before 
a refill set of films is needed. 

Base is fitted with rubber suction grippers to hold unit to 
any smooth surface without slipping or marring. Refills come 
in sets of 3 wih a protection cover. Easily inserted. 
Delivery: Immediate. 

Heyer Corp., 1850 S. Kostner Ave., Chicago 23 


Automaticaily-Inked Lettergraph—Model E 
@ Automatic-inking, automatic-feed, Lettergraph. Model E 


is a full legal size machine which features an automatic roller 
release which keeps the impression roller out of printing 
position unil paper is fed, eliminating the use of a hand- 
operated roller release, and assuring a clean impression roller 
at all times. 

A feature of this model is the automatically inked closed 
cylinder. Inking is accomplished by removing the ink cap, 
pouring in a half-pound can of ink, and replacing cap. As 
the machine is operated, the cylinder then inks automatically 
and continuously, assuring the same full inking of the copies 
from start to finish of the runs. The cylinder also features an 
adjustable stencil button bar, and uses standard heading sten- 
cils. Both the top and bottom of the stencil are protected by 
metal take-on and take-off plates. Positive paper strippers 
assure continuous stripping of the paper from the cylinder. 
Like this company’s Models C and D, the other two machines 
of this series, the Model E has cast aluminum side frames, 
adjustable hook-on receiving tray and many other quality 
features. Price, $6950 with supplies, plus tax. 

Delivery: Immediate. 


Niagara Duplicator Co., 128 Main St., San Francisco 
Model 250 Stencil Duplicator 

@ Height 45”, length 41”, depth 1612”; available only as a 
complete electrically driven machine. Main parts are, in 
order to maintain closest tolerances, die-cast of Zamak ma- 
terial. All parts subject to the greatest wear are hardened. 
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Bearings throughout are mainly of the self-lubricating type 
and the bearings for the main control shaft are of the phos- 
phor bronze sleeve type. Cabinet and outside machine parts 
are finished in special air-dried lacquer. Outside operating 
machine parts are chrome-plated. All operating parts of the 
mechanism are specjally treated for rust prevention. 

To insure trouble-free operation, perfect alignment is 
maintained between the bearings on one side to those on the 
other by manufacturing each side in one entire unit; the 
impression roller on the 250 is synchronized to the speed of 
the drum, thus prolonging life of stencil by eliminating a fric- 
tion burden. Driving mechanism is engineered for gradual 
pick-up to speed at which the machine is set, eliminating 
initial torque. 

All Niagara duplicators are rotary stenc:l type duplicators, 
Produces 250 copies per minute. Claim is: it can feed and 
accurately print on paper of much greater variety because 
of “pull” type feed, as opposed to “push” feed. Paper is pulled 
from front leading edge by primary feed rollers into heart of 
machine from where it is imprinted and again pulled into the 
receiving tray. This makes the machine capable of handling 
with accuracy the greatest variey of paper; light onion skin, 
heavy paper, cardboard, post cards, rough, slick, bond, or 
spongy paper; most kinds at top operating speed. 

Built-in duplicator lamp is adjustable to any desired posi- 
tion above stencil and disappears completely from sight at the 
rear frame of machine when not in use. Dual predetermin- 
ing counter is a new Niagara invention having two sets of 
dials; one set counts the copies printed; other counts off the 
predetermined number of copies the machine has been set to 
print. Upon completion of the run, the counter shuts off the 
automatic feed, and also shuts off the motor. 

Niagara speed sheeter, operating at the top speed of Model 
250, will interleave the printed copies. Speed sheets can be 
inserted or removed in tsree seconds. Entire operating at- 
tachment can be mounted on or removed from the machine 
in 3 seconds, and drop speed sheets only when copies are 
printed by the machine; no waste. Manufacturer claims this 
is an exclusive feature. Printing range adjuster allows the 
copy to be raised or lowered on the sheet up to 9”; change 
can be effected in 2 seconds. 

Niagara Models 200 and 150 

These models come in a wide variety of sub-models de- 
pending upon the various Niagara features incorporated. 
Operating speed of the Niagara models are indicated by the 
model number. (No. 200 has capacity of 200 copies per min- 
ute, etc.). Available as hand-operated machines. : 
Niagara Model 125 

Used in school work, and where several different operators 
may be using the same machine. Has a minimum of adjust- 
ments, although retaining the printing range adjustment. 
Available as hand-operated machines. Prices, delivered, in- 
cluding speed sheeter, are: No. 250, $875.00; No. 200, $795.00; 
No. 150, $690.00; No. 125, $555.00. 

Delivery: All models available within 30 days. 

Rex-O-graph, Inc., 3727 N. Palmer St., Milwaukee 12, Wis. 
Model R.H.E.S. Duplicator (Spirit) 
@ Dimensions: 3612” high, 1812” deep, 24” wide. Made of 
cast aluminum and steel. Finished in black or grey crackle. 
Single revolution clutch. A sitdown systems model operated 
by foot pedal, especially designed for feeding odd-sized 
paper. 

Simplicity of operation, insertion of master and blockout 
forms. Manufacturer claims it is the only 100% roller moist- 
ener single revolution clutch sitdown model manufactured 
today. Priced according to specifications and features when 
ordered. 


Delivery: Less than 30 days. (Turn to page 60) 
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Heyer Corp.'s Mod:! C 


A. B. Dick's Model 450 


Duplicators 


Above: Niagara Duplicator Co.'s Model 250 


Below: Rex-O-graph, Inc.'s Model RHES. 


Above: Hectographia'’s Eveready Duplicator 


Below: Hart Mfg. Co.'s Model 148 
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DUPLICATING MACHINES 


(From page 58) 


Rudco Mfg. Co., 504 Waugh Dr., Houston 6, Tex. 

Model 100 Stencil Duplicator 

@ Equipped with closed drum with inside ink distributing 
brush from the outside. Equipped with automatic feed, auto- 
matic impression roller release, ball-bearing drum and im- 
pression roller and is also equipped with a five-figure 
counter. 

Built on an electrically welded steel frame and is of heavy 
duty construction throughout. The Rudco Model 100 com- 
plete with counter delivers at $95, plus tax. 

Delivery: 30 days or less. 

Duplicard Postcard Duplicator 

This machine has one-piece molded plastic case and is 
equipped with patented gravity feed and inside ink drum. 
The Duplicard will take any size sheet from 2” x 4” up to 
314” x 6” with perfect registration. The Duplicard retails at 
$12.95 plus tax—complete supply kit containing all necessary 
supplies. 

Delivery: Immediate. 


Speed-O-Print Corp., 161 E. Grand Ave., Chicago 11 
Liberator, Model 200 

@ Rotary stencil duplicator. Manually operated. Automatic 
feed. This machine features front paper stops and an auto- 
matic roller release to guarantee hairline registration. Be- 
cause of this, manufacturer claims, copy can be fed through 
the machine 3 and 4 times and register perfectly. Takes stock 
from post card to legal size. Open cylinder with automatic 
brush inking. 
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Speed-O-Print's Liberator Model 200 


Junior Liberator 

Simply operated duplicator (manual) that reproduces 
small size forms at a speed of 60 copies a minute. Speed-O- 
Print Corp. makes an extensive line of supplies essential to 
the rotary stencil duplicating process. 


Model L Duplicator 

Rotary stencil type. Automatic feed, manually operated. 
Simple to operate. Production of up to 4,000 copies per hour, 
accurate registration, inside inking, non-leakable drum. Re- 
produces anything that can be typed, drawn, traced, or 
photographed on a stencil. Post card to legal size. Black 
crackle finish and plated trim. 


Standard Duplicating Machines Corp., Everett 49, Mass. 
Fluid Process Duplicator SW Line 

@ Consists of two models. Both operated manually and 
feeding may be accomplished either by hand with the Model 
SWH or automatically with the Model SWA. The Standard 
SW models have the following paper size capacity, 842” x 14”. 
However, both the SWH and SWA are capable of handling 
sizes from 5” x 8” up to their maximum size. Moreover, all 
sizes can be fed by hand or automatically. The basic materials 
used in the manufacture of the SW line are steel, brass, alu- 
minum, zine and rubber. 
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The SWH and the SWA sidewalls are finished in a new 
grey metallic paint, more durable than anything used in the 
past. This color, combined with the machine’s chrome plated 
parts blend harmoniously with other office furnishings. 

Outstanding feature of Standard Duplicators is the method 
of fluid application. Fluid flows automatically by simple 
gravity action from the inverted filler-bottle down into the 
reservoir. A constant level of fluid is automatically main- 
tained in the reservoir by barometric action. The wick carries 
the fluid upward by capillary action to the applicator roller 
which applies the fluid uniformly to each copy sheet. 

Interruption of operation has no effect on fluid application. 
The wick is always properly saturated and the machine, 
therefore, ready at all times for operation without priming, 
pumping of any other make-ready preparation. Other fea- 
tures reported by the manufacturer are: perfect registration; 
simplicity in construction and operation; new and simplified 
feed plate; new type receiving tray; new plastic fluid bottle 
with additional fluid capacity; guaranteed service and 
supplies; four colors in one operation; re-use of masters; 
mechanical simplicity. 

Prices of Standard SW Duplicators range from $153 to 
$202 depending upon the model and geographical location of 
purchaser. 

L. C. Smith & Corona Typewriters, Inc., Syracuse 1, N. Y. 


Vivid Liquid Duplicator, Models 918 LEE & LE 
@ Model 918 LEE comes with copy elevator; 918 LE without 


copy elevator. Length, 27”; width, 2014”; height, 1344”. All 
metal construction. Baked enamel finish. 

Moistening of copy sheets is accomplished by a series of 
rollers which carry the duplicator fluid from a fountain and 
distributes it constantly and uniformly, without the use of 
wicks or jets. Has positive, automatic paper feed and a mini- 
mum of adjustments. An electrically driven, automatic, hec- 
tograph duplicator, utilizing negative masters. 

Handles stock from 3” x 5” to 9” x 18”—paper or bristol. 
Maximum speed, 70 copies per minute. Maximum production 
from one master, 500 copies. Distinctive features are the 
moistening method, speed, flexibility of paper feed and sim- 
plicity of operation. It is claimed that, with five minutes in- 
struction, anyone can operate it satisfactorily. Prices: Model 
918 LEE, $580; Model 918LE, $545; Cabinet Stand, $50. Taxes 
not included. 

Delivery: Immediate. 

Wolber peentee & Supply Co., 1201 Cortland St., Chi- 
cago 

oustine Liquid Duplicators—EL-47 (Electric), L-47 and 
L-45 {both hand operated) 

@ All models are compact units; over-all size is approxi- 

mately 26” long, 17” wide, and 14” high. 

All three models are made with aluminum side castings 
as well as aluminum drums and other parts of the models 
are made of aluminum steel and neoprene synthetic rubber. 

Two-tone, hammerloid, grey finish on the EL-47 and L-47 
models. Black crinkle on the L-45. 

Features of all Copy-Rite Liquid Duplicators are that 
they are simply constructed. The EL-47 Electric and L-47 
Hand are of modern, streamline design and all units do not 
employ the use of wicks or pumps. The operation of all 
Copy-Rites is simple, and the EL-47 is run with a special 
motor that has a special overload cut-out mechanism so that 
the motor will not burn out under a heavy load. 

All copies are delivered face up, one for each turn of the 
handle on the L-45 and L-47 models. The EL-47 Electric 
is the only electric unit they are now manufacturing. Prices: 
Model EL-47, $369.50 plus $20.32 Fed. E. Tax; Model L-47, 
$219.50 plus $12.07 Fed. E. Tax; Model L-45, $187.50 plus 
$10.31 Fed. E. Tax. 

Delivery: Immediate. 
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Top, left, and clockwise: Standard Duplicating Machine Corp.'s SWH; Rudco Mfg. Model 100; 
L. C. Smith-Corona 918 LEE; and Wolber Duplicator's EL-47 


PHOTOCOPYING MACHINES 


American Photocopy Equipment Co., 2849 N. Clark St., 
Chicago 14 

Photoexact Copier, Model PR 

@ Newest model. Dimensions: 13” high, 20” wide, 10” deep. 

Wood construction with hard plastic printing surface. Stained 

walnut, fits in well in almost any office decor. 

This machine differs from previous APECO models in 
that it has two lumiline bulbs operated by a dial on the 
right-hand side of the machine. One bulb is amber and one 
is white. It is necessary to use the amber or filtered light 
for making photocopy negatives and the white light for 
making photocopy positives. The curved, hard plastic print- 
ing surface distinguishes this photocopying unit from other 
units on the market. Price, $67.50 f.o.b. Chicago with stand- 
ard accessories additional. 

Delivery: Immediate. 


Apeco Continuous Copier, Model CP-18 
Dimensions: 24” wide, 15” deep, 20” high. Manufacturer 


claims capable of turning out 350 copies of any business 
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record per hour. Will reproduce any type of copy—black or 
colored, transparent or opaque, printed on one or both sides. 
Makes copies up to 18” wide, continuously. 

Has simply laid out control panel. Special method of ap- 
plying pressure between the continuous canvas belt and the 
revolving glass cylinder prevents slipping of copy and sensi- 
tized Apeco paper. Price, $250. 

Delivery: Immediate. 


Hunter Electro-Copyist, Inc., Syracuse 4, N. Y: 

Hunter Photo Copyist, Model 2024 

@ Compact, cabinet-type unit, finished in light cherry red. 
Printing capacity up to 20” x 24”. Over-all dimensions: 
2914” wide, 2912” deep, 3842” high. Standard Hunter Photo 
Copyist vacuum system with integral pump and motor. Lid 
is equipped with rubber vacuum blanket and seal. Lighting 
System—Undervoltage lamps wired in parallel: 12 amber and 
12 white. A red scanner light is also provided. Exposure 
Control—Time of exposure is controlled by a Hunter Electric 
Reset Timer. (Turn to next page) 
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Above, and clockwise: American Photocopy Equipment's 
Model PR; Hunter Electrocopyist’s 2024; Victor Safe & 
Equipment's Photo-Reproducer; and Mayhal's model. 


Photocopiers 


Control Panel Plate—switches on the control panel plate 
activate the scanner light and the vacuum pump motor. A 
third switch selects either the amber or white bank of lamps. 
The vacuum gauge and timer are also on the control 
panel plate. A pilot light which is connected to the same 
switch as the scanner lights the plate. 

Other features—A lucite bull’s-eye above the pilot light 
indicates when the exposure lamps are lighted. This ma- 
chine has a light-tight drawer for paper storage and cup- 
boards below. The lid is spring counterbalanced. Pump 
motor is protected by a cut-off switch with reset button. 
Reproduction glass is Herculite flashed opal. Price, $385. 

Delivery: Immediate. 
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Model 1620 

Adaptable to photocopying of all business papers and rec- 
ords in business office or plant office. Printing area of 16” x 
20” makes this machine adaptable to reflex copying of draw- 
ings, maps, charts, etc., up to this size. Serves as a contact 
printing machine, as do all other Hunter machines, for use 
with Hunter paper negatives or engineering tracings. Has 
compartment for roll feed and drewer for cut sheets. Auto- 
matic timer. Price, $135. 

Delivery: Immediate. 


Model 1419 

A light, easily-portable machine, suited to business or plant 
offices where reproductions do not exceed 14” x 19” in size. 
Used extensively for copying contracts, specification sheets. 
testimonial letters, maps and all other business and legal 


November, 1948 


7 - 
: 
em 
PHOTOCOPYING MACHINES | 
eee 
ei 
Si | 
4 . P eee Se Ace 
= se — . Pies SPOONS TT “ 
iz — ‘ 
iS ‘ 
hes cE S “te a le ¥ ba ) 
: “r Va OS 
aa - nad ‘N splag sir = 9g 
rae y ere 4 aa . ' 
ra, bd as ns . ‘ ‘ 
oa < es 
ns , gute pee as 
io . » y : —  . 
re ’ j 3 , Ng ? 
es, TB 6 « 2 a K “i - 
hy: Lee | — re ee bey 5g Md e { 
fae j tin oe a % 
= . Sher. i} og ioe 
; — ~ an oN sat igen A ae oe : 
2, si | ta 
r J ‘ x be. ~ Poh z in Gee 
“a uaa : on a caw: 
7 oa j Y ~ F : Pe Raed ~ i ne es) a: 
dhe f ‘i a " a ! Ae ee 
. . : 3 ae i eS a Me 
. a Bi an © R 3 —. me 2) 
n a | Se ee 2 a toy P oe he i 
i 1 gies saree i LS - © ee, © 
ae as > PEER 5k 4 a) me er 
a as nen ~— oo ee Pat b> “Sa ee 
. i in 4 - | pee és Pe at 
Po a - sis if 4 ips Ny 
eS 2. eee ‘ # . . pe oii ‘ es 
a i aaa eed “wai, hae a —  » 
P i 2 e ie re ms _— 7 
eee i ae oo ha ake "he — eg ? 
-; ’ o 5 Nee apes _s /-_ “Foe i 
es x : Vet Sie”: i RA SA 
TS 
-_ A 
. : 
ni Ee calle - i .. 
aes Pe oa ay 
; po “. : ¥; 
: re aut. 
ara a 5 aa es 
Bark eee ra 
Ws tipae* ; ‘ar jae Ea 
oo i aie 
Fy ; AO = | 
si ie | <a ; arn j\ 
ae | a 
_:o eat i | 
i. 7 Bion = ” oe - ’ ic Pe e —— } 
Ry a4 ' ‘ ae — Pee 
Ete bi. a dl , a es PhS. 
Rttee, - F” Se | CC 
came RR ee: : oie ‘ . ee , ; 
; aS i é ae Z a a we, : 
at, eee. ce G Pe Ls » ee > 
eres a ae ee - i 
, . eae ot ee aor | aes Bist 
ee “sy Bie Ie ae ee rea A i 
i oa - ; 
‘ 2 = 
— : 
a 
are ; 
a ee 
g —_ : 
-—_ 62 ee a 
i a 
- 5a ae ma a ' * - is i om sal ss ; 7 oe Cae. — 
: Zz > ‘i ‘ : F A m3 on : (ES i ole ac at 
7 a Tt ae! Bla NN an z pe — 


papers. Copies made on Hunter papers have legal accept- 
ance in the United States. Price. $75.00. 

Also have available models A, B, C and D; and CP-18. 

Delivery: Immediate. 
Mayhal Photocopy Corp. of America, 37 W. 19th St. 

New York 11 

Photocopy Machine 
@ Operates on AC or DC current. Reproduces on paper up 
to 15” x 20”. Working surface made of unbreakable plastic, 
and provides equai light intensity to every part of the work- 


ing surface. Weighs 20 lbs.; plugs into any outlet. Price, 
$65.00. 


Victor Safe & Equipment Co., No. Tonawanda, N., Y. 
The Viseco Photo Copy Machine 


@ Makes identical copies of anything written. typed. printed, 
drawn or photographed on one or both sides. No dark room 
or special training necessary—prints can be made in the 
office. Copies originals up to 912” x 15”. Two different models 
available, both lightweight and easy to carry 


WHITEPRINTERS 


Charles Bruning Co., 4700 Montrose Ave., Chicago 41, 
Model 21 BW Whiteprinier 


@ Reproduces engineering drawings in ink or pencil, and 
printed or typewritten office forms from translucent or 
transparent original material. Continuous in operation. 
Exposes and develops cut sheets or roll stock up to 42” in 
width—any length. Printing speed ranges from 6” to 4 ft. 
per minute depending on transparency of originai. Can 
produce more than 3,000 812” x 11” prints per day. Only 
one operator needed. Like all Bruning Whiteprinters, the 
Model 21 requires no plumbing connections or exhaust ducts 
—can be installed anywhere in plant or office where electric 
outlets are available. 

Has built-in constant voltage transformer. Large feed- 
board. Feeding of cut sheets and original copy into printer 
section simple and direct. After exposure, the original and 
exposed BW medium are returned to the operator in the 
receiving tray. The exposed BW medium is then fed into 
the developing unit, from which it emerges as a finished 
print. Controls simple. Light source for exposure is a sta- 
tionary 1,200 Watt glass mercury arc lamp, mounted within 
a cylinder having sufficient length to provide uniform dis- 
tribution of light over entire exposure area. 

Model 21 exposes and develops regular BW papers—light, 
medium or card-weight, on which can be developed black, 
blue, red or brown lines on white backgrounds. Green, pink 
or yellow tinted BW papers can also be exposed, on which 
can be developed black, blue, red or brown lines. 


Ozalid, Div. of General Aniline and Film Corp., Johnson 
City, N. Y. 


Ozalid Super-B 
@ Width 84!2”, height 79”, depth 38” (including feedboard), 
weight 2,075 lbs. Grey Hammerloid finish; controls of red 
catalan. Any translucent piece of paper or film can serve 
as the master; anything typed, written, or drawn on such a 
master will be reproduced by super-imposing on it a sheet 
of Ozalid sensitized paper, cloth, foil, film, or plastic, and 
passing the two pieces through the machine. Both are con- 
veyed around a high-pressure mercury vapor lamp which 
transmits rays which penetrate the translucent original and 
reduce to an invisible compound all areas of the sensitized 
material which are unprotected by the lines and images of 
the original. The exposed sensitized material is dry de- 
veloped by ammonia vapors from the perforated developing 
tank which transforms the sensitized lines into permanent 
dye images. By using different types of Ozalid papers, lines 
and images of the original can be reproduced in black, blue, 
red and sepia. The new Super-B is designed to produce 
Ozalid prints at speeds up to 25 feet per minute. 
Accommodates material up to 42” wide. Operates at 2312 
amps. at 220 V. and requires a starting current of 30 to 220 V. 
Wired for 60 cycles, single phase, 200-235, AC. The Ozalid 
Super-B was designed for everyone with requirements in 
between those served by the Ozalid Streamliner and the 
Ozalid Printmaster—for everyone with large volume demands 
day after day, or with periodic leak loads that may be com- 
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Above: Charles Bruning Co. Model 21. Below: Ozalid Div. Gen- 
eral Aniline & Film Super-B. 
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WHITEPRINTERS 


pleted swiftly and economically. Its operation is continuous— 
with exposure and dry development combined in one auto- 
matic operation. Super-B features include synchronized 
printing and dry developing—permitting the continuous run 
of cut sheets and roll stock; front or rear delivery of prints— 
with front stacking, in sequence; thermostatic heat control; 
humidity control; electronic speed control providing instan- 
taneous change in operating speed between 0 and 25 feet 
per minute; automatic ammonia feed; high-pressure mercury 
vapor lamp; revolving contact eliminating friction and slip- 
page; efficient blower system. Price, $3,850. Also available 
for 220 V, AC, 50 cycles, singe phase at $75 extra. 


Ozalid Streamliner 

Width 62”, height 51”, depth 36”, weight 945 lbs. Grey 
Hammerloid finish; controls of red catalan. Accommodates 
material up to 42” wide; prints up to 10 feet a minute—de- 
velops up to 5 feet a minute. Electrical consumption: start- 
ing, 2512 amps. at 220 V., operating, 21 amps at 220 V. Wired 
for 60 cycles, single phase, 220 V., AC. Compact, economical; 
all operations performed in one unit. Instantaneous speed 
control permits immediate changes in speed when printing 
originals of varying capacity. Designed especially for office 
use; all controls are within immediate reach; prints are 
delivered dry, ready for immediate use, stacked in cor- 
rect order. Price: $1,485, also available for 220 V, AC, 50 
cycle, single phase, $15 extra; for 220 V, AC, 25 cycles 
single phase, $75 extra. 


Ozalid Printmaster 

Width 74’, height 83”, depth 38”, weight 2,700 Ibs. Grey 
Hammerloid finish; control of red catalan. The Ozalid 
Printmaster is designed for maximum production efficiency 
and economy. All controls are completely automatic or re- 
quire only fingertip supervision. Construction includes revo- 
lutionary design innovations . . . and little conveniences 
which make the operator’s job easier. New electronic speed 
control permits instant shifting of speed to any point between 
0 and 30 feet per minute; change from front to rear delivery 
(or vice versa) is made instantly. Tracings are automati- 
cally separated and stacked in order ... also, the prints... 
in front or rear receiving tray; ammonia tank is refilled by 
means of a feed pump on front board—no handling of solu- 
tions: stainless steel belt assures positive drive through de- 
veloper. Altogether there are 22 features contributing to the 
operating efficiency of this machine. 

Accommodates material up to 42” wide. Electrical con- 
sumption: starting, 40 amps at 220 V; operating, 32 amps at 
220 V. Wired for 60 cycles, single phase, 200-235 V, AC. 
Price, $5,750, also available for 220 V, AC, 50 cycles single 
phase at $75 extra cost. An Ozalid Printmaster to accommo- 
date materials 54” wide is also available at $6,900. 


Paragon-Revolute Corp., Rochester 4, N. Y. 

Revolute A5 Automatic Whiteprinting Machine 

@ Dimensions: 42” model: width, 75”; depth, 4’ 2”; height, 
7634”; 54” model; width 88”; depth, 4’ 2”; height, 7634”. Cast 
aluminum frames, stainless steel developer tank and rollers. 
Grey wrinkle finish. 

Cast aluminum frames are jig-drilled and accurately ma- 
chined to assure perfect and permanent alignment of prin- 
ciple parts. Precision-type prelubricated sealed ball-bearings 
used at the ends of rollers. Perforated stainless steel rollers 
over which prints pass during exposure to ammonia paper 
eliminate necessity of powdering rubber conveyor belt, mini- 
mize sticking of prints, and provide faster development in 
shorter distance of travel. Diaphragm pump automatically 
raises ammonia from original shipping container, meters it, 
and delivers it to vaporizing tray. Revolving glass contact 
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cylinder provides greater light utilization and eliminates slid- 
ing action. 

Revolute A5 Automatic is designed to expose and process 
ammonia-type papers and specialties. Machine will make 
prints either on continuous yardage stock or in cut sheet 
form. Tracings are automatically separated from print paper 
by means of a suction tank and tracings are deposited in 
a tray within convenient reach of operator. Tracings stack 
automatically and prints in cut sheet form are automatically 
stacked at either front or rear of machine as desired. 

Speed range 6” to 30 lineal feet per minute. Two models 
are available—one for 42” wide paper stock; the other for 
54” wide stock. Wired for operation on 220 volts, 60 cycle, 
single phase, AC. The A5 is the only model which Paragon- 
Revolute builds for printing and developing ammonia-type 
diazo materials on either continuous-yardage or cut sheet 
stock which provides for automatic tracing separation and 
automatic handling of cut sheets through the finishing unit. 


~ 


Model A5 Automatic Whiteprinting Machine of the 
Paragon-Revolute Corp. 


Revolute M4 Automatic Blueprinting Machine 

Very similar to the A5 insofar as the exposing unit is con- 
cerned, but the processing unit is designed to develop, fix, 
wash, and dry blueprints and semi-wet type diazo materials 
and photographic type materials. 

All other Revolute models 

Including the No. 4 and No. 5 Printers, the A6 White- 
printing Machine, and the Jumbo Dryer, are for smaller 
production requirements. The A6 makes the same types of 
prints as produced on the A5, but does not provide automatic 
tracing separation or automatic feeding of the prints between 
exposure and development. It also has a slower printing 
and developing speed than provided in the A5. 

The No. 4 and No. 5 Printers expose the same type ma- 
terials which are both exposed and processed automatically 
in the M4 and A5 Automatics mentioned above. 

The Revolute Jumbo Dryer is used primarily for drying 
photocopy and photographic type materials or blueprints 
in cut sheet form. 

Price: The 42” A5 is $6000 and the 54” model is $7200. 
These prices are f.o.b. Rochester; terms are 30 days net. 

Delivery: Various models—two to twelve weeks. 


BUY CHRISTMAS SEALS! 
November, 1948 
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FILE CABINETS 


All-Steel Equipment Co., Aurora, Ill. 

ASE Aurora File No. 5451 

@ Four-drawer letter file, 3 letter-size drawers at bottom 
with top drawer replaced by two drawers, each with double 
compartment for 5” x 3” cards. Made of heavy furniture 
steel. Dawn grey, olive green and grained finished—high- 
lighted by satin chrome hardware. 

Sturdy six-post frame, rigid cross-bracing, full opening 
drawers; full 2642” of filing space. 

Art Metal Construction Co., Jamestown, N. Y. 

Director Files 

@ Style 76C40 (no lock), 76C41 (with lock). Dimensions: 
14 15/16” x 51 13/16” x 287/16”. Drawer size: 1214” x 10%s” x 
2613/16”. Art Metal Director Files are available in 2, 3, 4 
and 5 drawers in both letter and cap sizes. All files are 
available with or without locks. The finish is the Art Metal 
Mello-Gray. 

Drawers extend fully beyond front of cabinet. Cradle type, 
ball-bearing roller suspensions which operate smoothly and 
quietly. Front frames welded and doubly reinforced; rear 
corners have interlocking case construction. Entire case is 
welded into one-piece, dust and vermin proof enclosure. 
Snap-out guide rods. 

Delivery: 10 days to 2 weeks 
22 Drawer Tabulating Card File (Director Line) 

Style 493 (with lock), style 492 (no lock). Dimensions: 
19°” x 5113/16” x 287/16”. Drawer size: 712” x 3 23/32” x 
2612”. The Art Metal Tabulating Card File is finished in the 
Art Metal Mello-Gray. No larger than a standard four- 
drawer file, it holds over 87,000 cards in 22 trays. 

Drawers extend fully beyond front of cabinet. Side-Arm 
Roller Suspensions operate smoothly, and quietly. Self-lock- 
ing, feather-touch release compressor holds cards under 
pressure until released by the operator. Each drawer pro- 
vides a full 2614” capacity. Drawers easily replaced when 
carrier is completely in case as well as when extended. 

Delivery: 60 days. 

Atlas Stencil Files Co., 1662 E. 118th St., Cleveland 12, O. 
Portable Stencil File 

@ Dimensions: 2212” high, 12142” wide, and 1012” deep 
Heavy gauge steel. Black, green, grey, taupe crackle enamel. 
Equipped with carrying handle. Files stencils vertically. 
Especially suited to schools and small offices. Patented 
hanger, etc. Files 50-200 stencils, 100 plates. Priced, $19 to 
$21.50 complete with hangers. 

Delivery: Immediate. 

Atias Jumbo Stencil File 

Dimensions: 52” high, 15” wide, and 28” deep. Heavy 
gauge steel. Suspension type drawers—two drawer unit. 
Two-drawer unit file, 1,400 stencils or 700 plates. Price, 
$181.80, complete with hangers. 

Delivery: 90 to 120 days. 

Atlas Efficiency Cabinet 

Dimensions: 30” high, 30” wide, and 18” deep. Heavy 
gauge steel. Choice of black, grey, taupe crackle enamel fin- 
ish. Reinforced top, Yale lock. Table top for duplicating ma- 
chine; storage space for duplicator supplies. Foot recess. 
Price, $43.50. 

Delivery: Immediate. 

Twin-DeLuxe Stencil File 

Dimensions: 25” high, 24%” wide and 25” deep. Heavy 
gauge steel. Black crackle enamel. Casters. Files 1,000 sten- 
cils, 600 plates or masters. Priced, $99.50, complete with 
hangers. 

Delivery: Immediate. ° 
Atlas DeLuxe Stencil File 

Dimensions: 25” high, 1244” wide, and 25” deep. Made of 
heavy gauge steel in a choice of black, green, grey, or taupe 
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crackle enamel. Files stencils or plates vertically, keeping 
them free from creasing, wrinkling, dust, etc. Feature is 
patented pioneer hanger. Priced, $37.25 to $53. 

Delivery: Immediate. 


Berger Mfg. Div., Republic Steel Corp., Canton 5, Ohio 
Model No. 140 Berger Grade "A" Label File , 
@ Dimensions: outside, 14°53” wide, 525s” high, 28” deep. All 
steel selected from cold rolled, full pickled and re-annealed 
sheets known to the trade as furniture stock. The various 
case and drawer members are electrically welded to form 
a rigid one-piece construction. 

Before applying the finish all Berger Standard Grade Ver- 
tical parts are thoroughly cleaned and then given a smooth 
coat of mineral filler. The prime coat of enamel is applied to 
both interior and exterior surfaces and baked on at even 
temperatures. The baked on priming coat is then sanded and 
a finish coat applied to all exterior surfaces and baked on 
at the proper temperature. Standard finishes are platinum 
grey, olive green, mahogany and walnut. 

The forming and reinforcement of case and file drawer 
members gives the strength and rigidity necessary to with- 
stand hard use and abuse. Special double strength steel 
is used for case and drawer suspension members. 

Progressive ball-bearing roller suspensions slide 8 ball- 
bearings and 2 floating rollers per drawer, Z-bar reinforce- 
ment at drawer bottom. Drawer latch furnished with all 
Grade A Label Files—the 100 series. 

The list price of No. 140 Grade A File delivered in Zone 1 
is $91.50. 

Delivery: Within 60 days. 


Cole Steel Equipment Co., 285 Madison Ave., New York 17 
Cancelled Check Cabinet, Model 2414 

@ Now available after a long absence a steel canceled check 
cabinet designed to take care of canceled checks of commer- 
cial and no-minimum balance accounts and to store Recordak 
film files. Dimensions: Cabinet size, 2312” wide, 3712” high, 
and 2415” deep. Inside drawer, 1014” wide, 442” high, and 
24” deep. Sanitary steel base height: 1434”. Available colors: 
olive green, and grey. 

Contains 14 drawers housed in a single cabinet, each cabi- 
net will hold approximately 7 years of canceled checks. There 
is sufficient depth and width to accommodate oversize checks. 
It will reduce fire hazards and serve as protection against 
dampness, vermin and rodents. 

Special features which can be added to this cabinet are: 
A steelspring compressor follow-block which maintains 
checks in an easy-to-identify upright position; a steel locking 
bar which secures all of the drawers simultaneously and dis- 
courages prying; a sturdily constructed steel sanitary base 
which keeps the cleaner’s broom and wet mop from coming 
in contact with the cabinet, and makes bending and kneel- 
ing unnecessary when using the lower compartments. When 
the base is used the entire unit will line up evenly with 
regular office filing equipment. 


Columbia Steel Equipment Co., Lincoln-Liberty Bidg., Phila- 
delphia 7, Pa. 

Various File Patterns 
@ In addition to letter and legal size filing cabinets in five 
drawer height, standard height, counter height, desk height, 
they have for some time been producing their Columbia 
grade A and Apex grade B cabinets with many different 
drawers to serve almost every filing purpose; 3” x 5”, 4” x 6”, 
5” x 8”, 6” x 9”, 8” x 5”, invoice, check, document, storage 
and box drawers. 

All cabinets are available with or without lock, in green, 
grey, mahogany or walnut finish. 

(Turn to page 66-A) 
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Above: Western Mfg. Co.'s 
file case. Left: Model 140 
of Berger Div., Republic 


Steel Corp. Cole Steel Equipment Co., 2414 Canceled Check File. 


File Cabinets 


Below, |. to r.: All Steel Equipment Co., Aurora File 5451; Yawman 
& Erbe's Model 2404 (Empire Line); and the Tab File, Model 492, 
of Art Metal Construction Co. 
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FILE CABINETS 


(From page 65) 
Corry-Jamestown Mfg. Corp., Corry, Pa. 
Steel-Age Four Drawer Letter File—Styles No. 8A41 and 
8A41-L with Lock 

@ The outside dimensions for this file are 1473” wide by 
2812" deep by 517s” high. The inside clear of these letter 
file drawers each is 1214” wide by 10!4” high by 2634” deep. 
Constructed of steel throughout. 

Finish for this file consists of two coats of enamel baked 
for one hour at 300 degrees. Can be had in olive green, Corry 
grey. walnut or mahogany thereby giving one a variation to 
select from. 

This file has all welded construction with ladder type inter- 
frame to make a file very rigid to stand every-day usage. 

The four letter-file drawers roll easily on 6 ball-bearing 
rollers giving the file operator ease in operating drawers. 
Every drawer has a positive side locking compressor which 
holds the contents in an upright position at all times. The 
file drawers are held closed by a thumb latch which is in 
a natural operating position beside the drawer pull. A slight 
side motion of this thumb latch releases the drawer for 
operation. Two E insert check file drawers may be substi- 
tuted for one letter file drawer or two F insert drawers for 
5 x 3 or 6 x 4 cards may be substituted for a letter file 
drawer also at a slight additional cost. This makes the file 
versatile to cope with any conditions or filing necessities 
which may arise. 

Delivery: 30 to 60 days. 

General Fireproofing Co., Youngstown, Ohio 

No. 5505L—5-Drawer Super-Filer 

@ Dimensions: 57” high, 15” wide, 28” deep. Furniture steel, 
with anodized aluminum trim. Grey, green, mahogany, and 
walnut are available. Other colors and special finishes sup- 
plied to order. 

The swing front permits every drawer to be filled to ca- 
pacity because the space needed for working in the drawer 
is added automatically from the outside when the drawer 
is opened. The mechanized action of the front throwback 
compressor at the same time keeps the contents sloped back- 
wards so that every guide and folder is visible. Other me- 
chanical features are welded framing, rigid cross bracing, 
progressive ball-bearing suspensions, buttonless safety latch, 
easy drawer removal, and adjustable divide-a-files. 

Super-Filer reduces filing to 4 quick, easy steps: (1) A 
light pull on the handle unlocks the safety latch; the drawer 
glides out; and the swing front opens. The throw-back com- 
pressor maintains an easy reading angle. (2) One easy move- 
ment of the left hand, with a finger on the desired index tab, 
parts the contents into a vee. (3) Can open and read the 
material in any folder like a book; or file directly into the 
folders without removing them from the drawer. (4) A light 
push closes the swing front, applies compression to the rec- 
ords, and closes the drawer. 

Super-Filer provides 4” working space for each drawer 
from outside the file, a gain of nearly 18 percent over con- 
ventional files, says manufacturer. A 5-drawer Super-Filer, 
only 4” taller than the usual 4-drawer rigid front file, has 
48 percent more capacity. This reduces first costs, floor-space 
costs, and maintenance costs. Price: Zone 1, green finish, 
$92.00. 

Delivery: 5” to 90 days. 

Globe-Wernicke Co., Norwood, Cincinnati 12, Ohio 
Globe-Art 7000 Line 

@ Available in 2, 3, 4, and 5 drawers, letter and legal sizes. 
Letter size, 1473” wide; legal size, 1778” wide; all styles are 
2712" deep; 2-drawer file, 20!2"” high; 3-drawer file, 42” high; 
4-drawer file, 5234” high; 5-drawer file, 5712” high. Heavy 
gauge sheet steel. Hardware is satin finish aluminum. Seal 
grey or green finish. 
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The entire shell of the cabinet is formed from one piece 
of sheet steel. This one-piece, wrap-around construction 
eliminates corner seams, gives strength. Patented drawer 
slide is of the progressive type which travels forward with 
the drawer. 

Ball-bearing drawer slide keeps loaded drawer from sag- 
ging; assures permanently smooth, quiet, finger-touch opera- 
tion. No waste space. Drawers can be extended full depth, 
follower occupies only 12”. Has the patented Tri-Guard 
three-rod principle. 

Prices and delivery on Globe Art Steel Files can be ob- 
tained through authorized Globe-Wernicke dealers, or direct 
from the factory. 


Lexington Metal Products, inc., 565 Park Ave., Brooklyn 5, 
New York 

2 & 4-drawer Cabinets 

@ Letter size, 15” x 25” x 52”; legal size, 18” x 25” x 52”. 

All-steel, spot-welded construction. Come in olive green, 

baked enamel finish. Full suspension, steel and ball-bearing 

rollers. 

Detivery: Immediate. 

Remington Rand, Inc. (Systems Div.), 315 4th Ave., New 

York 

Aristocrat Files; Various Types 

@ Have reinforced cases strengthened at strategic points by 
channels, brackets, and extra bends for rigidity. UltralEase 
drawer suspensions of progressive type use an advanced 
combination of ball-bearing rollers and plain and floating 
rollers, practically eliminating friction and assuring ease of 
operation and a guarantee of extra years of life. Finished in 
Gray-Rite—Remington Rand's exclusive light conserving fin- 
ish—the filing cabinets brighten offices by reflecting more 
light, without glare, as is reflected by conventional dark fin- 
ishes. 

Letter and legal size cabinets are made in two-drawer 
height for convenient desk side use; in five-drawer height to 
save space in crowded offices. Three-drawer cabinets, for 
counter use, and the regular four-drawer height units are 
available in a variety of sizes for many standard sizes of 
cards and papers, with cupboard and filler units to meet 
every need. 

Tabulating card cabinets are made in two grades, one with 
removabile trays for maximum operating efficiency and the 
other with removable drawers that provide economical hous- 
ing for tabulating cards. 

Another in the Aristocrat line is the humidified micro- 
film file, in full height and desk height, for proper storage 
of films for long use. 

Delivery: Immediate. 

Rockwell-Barnes Co., 35 E. Wacker Drive, Chicago 1 
Rock-A-Files 

@ Manufactured in steel, with and without locks, in four 
finishes: green, grey, walnut and mahogany, and in two, 
three and four compartment letter size and two and three 
compartment legal size. Rock-A-File offers a revolutionary 
side filing development making filing easy, fast, efficient. 

Claims made for Rock-A-File are: Complete Accessibil- 
ity—entire contents accessible to two or more persons at 
once. All compartments can remain open. Space Saving— 
require up to 40 percent less floor space than ordinary files of 
same capacity. Time Saving—open compartments do not 
block access to others in cabinet. No waiting to get at con- 
tents. Topple-Proof—open compartments project only 
slightly; gravity center always remains within the frame- 
work. Even heavily-laden compartments “rock” open and 
shut easily. Prices: approximately the same price as con- 
ventional cabinets. 

Delivery: About 30 days after receipt of order. 

(Turn to page 69) 
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File 


Cabinets 


Above: The Rock-A-File of Rockwell-Barnes. Right: Bestline Grade A File of Victor Safe 
and Equipment. Below, left: Corry-Jamestown's Model 8A-4I-L, and the Model 5505-L 
of General Fireproofing Co. 
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FILE CABINETS 


(From page 66-A) 


Security Steel Equipment Co., Avenel, N. J. 
7700 Line File 
@ Five-drawer file. Available with or without general lock- 


ing device, in letter or legal sizes, in green or Litetone grey. 
Dimensions: 5712” high, 14 15/16” wide, 28 13/32” deep. Steel 
construction. Finished in green or Litetone Gray. Side-lock 
compressors, flat bottom drawers. No guide rods. Working 
height of top drawer 56” from floor. Sturdy, formed-up, 
welded frame. Cradle-type ball-bearing roller suspensions. 
Letter and legal files also available in the standard four- 
drawer height, counter height and desk height. The follow- 
ing are available in standard 57” height. Combination card 
and letter files, card files for 3 x 5, 4 x 6, and 5 x 8 cards, 
ledger sheets and X-ray films. Availability of these items 
depends upon quantities, finish and current back-log. 


Victor Safe & Equipment Co., No. Tonawanda, N, Y, 
Bestline Grade A Steel File 
@ Features a new ball-bearing suspension for smoother, 


quieter operation. New grey finish harmonizes with other 
furniture and equipment in the modern office. Also available 
standard 2, 3, 4 and 5-drawer files and cross file trays, sub- 
stitute and insert drawers, card filing cabinets, Victorviders 
and counter equipment. 


Western Mfg. Co., Aurora, Ill. 
File Case 
@ Dimensions: 20” deep, letter and legal widths and with 
inserts. Furniture steel; finishes of baked enamel in olive 
green, pearl grey, and grained walnut and mahogany. Case 
has riveted uprights, acetylene welded front corners, draw- 
ers have center locking follower blocks, rolled drawer edges, 
reinforced bottoms, guide rods and standard file hardware; 
file electrically welded throughout. 

May be stacked to any desired height. 
a base make a desk-high file. 

Delivery: Approximately 30 days. 


Two units and 


Below, |. to r.: 


Lexington Metal 


Right: Remington Rand, Inc., Aristocrat Files. 
Globe-Wernicke' Globe-Art series; 


Products’ 
model; and the 7700 Line File of Security Steel Equipment Co. 


Yawman & Erbe Mfg. Co., Rochester 3, N. Y. 
No. 2404 Empire Line File, 4-Drawer, Letter Size 
@ Dimensions: 5034” high, 28” deep, 1434” wide overall 
Made of furniture steel, in finishes No. 640 Neutra-Tone grey 
or No. 627 olive green. 

Grade A construction, with ball-bearing cradle type pro- 
gressive drawer suspensions, drawer latch, side lock com- 
pressor, white metal trim. Lock is optional extra. 


ae sae -— g a i ee ll ee | re Tf r 
en a | 2 § og ae a ae Ps CS Ge | i ee «ih 
ee ar oe ae a :. - — i oa ine i ae = t. as na a a a esaw e 
rr 
ee 
ee 
eg 
: = 
q i . 
— 
a 
Fr - wed 
> : = - 
- i. ] 
= a rk gg : . 
' — ; . - a a 
] : Ti —_— 
2 | oe e.. 
=. a 
{ lass 
i ae Lee : 
: we, 24 , a 
_ e Wee ? 
‘ i. } : 1a Bg i 
: ge, 08 PO a ¢ 
ava aot —— 4 
i £. a : ~ / Me + fe Z q 2 2 A ig 
: a oe | 3 Z tae “ Bie ; : 
a Sed a + 
Ce NE peg. PEGE 
fo nO Ae RI “s «4 < 
~ (See ee Op, 66 gee a 
Rae ase Fah Ae a Pads : ale : rl a 
— — ae — 5 —_— gl 
Susak 5 | He ie) oe 
i P “4 ig | I a iy a ig te mA ~~ 
Z | es wo % H Na as c. a 
a ee ae Wie ae “4 
: : Pers , i —— ‘ ae a Sag 
i Z eet Ya its P By: ae Peoria: <9 i 
a ee a an a i 
t ; e oe. oe i mm 
% , were: a . ; m “% a 
% “3 5 er f cee me | ithe ad 
ps ‘ie | 6 aa we , a 4 ae — 
4 Ace " A _— as Paes ‘ poe ae og 
i. , a A 2g oes 5 ; : — —4 _ 
ia i 7 iM. Ae , * & a 5 ; ‘ : se 
— reais te Ber ait” 4 inte Y Pe 
od . é a8 ° —— rae ‘ Te, = 
. | ae aS as & : 
a. & 3 age hy et ae a 
be. oe 2 ie + - 
i . Be | ee RE a Gare? ae 
: : * &< a. - —. Se omy et sae " “1 = 
33g —- | i ee Bot i 
: : Be w@ ie a as] mi ae ae 
ae = “gas S ee eh 
—- | 6h : — aaa —— 
i a p ae ete ae ap. a c ; 
bas ee ie ‘ em “a = | ees |< ; 
a I= . | 
ig : i 
bet @ ; { 
LF ae 3 : : Se “ : ae A Ne | 
8 November, 1948 OFFICE MANAGEMENT AND EQUIPMENT 66-C 
ce .. % q f a : 7 =r ae oe Ae Pe — : ao ue it ot? te es alll ‘ a < ae a ‘ 
ee it _ eo — ee ie ae a a. ; het an 


TRANSFER, STORAGE FILES 


Bankers Box Co., 720 So. Dearborn St., Chicago 5, Ill. 
Liberty Prefab Wood Shelving 
@Starter Unit 24224 and Extension Unit 24225X. Completely 


carton packed wood shelving that is easily and quickly as- 
sembled without the use of tools. 

Dimensions: Starter Unit 24224, 84” high x 42” wide x 24” 
deep complete with six tiers 1214” between shelves. Exten- 
sion Unit 24225X same dimensions as above 

Materials: Fabricated from ponderosa pine, kiln dried. 
Cadmium plated patented locking bracket which holds legs 
and crossbars rigid. Unfinished, sanded smooth. 

No tools are needed to either erect or dismantle Liberty 
Prefab Wood Shelving. Each unit is completely prefabricated 
so that anyone can put it together. 

Tested to withstand loads equal to 2352 pounds. Can be 
used in storage vaults, shop, factory, office and school. Little 
space is needed until the unit is erected. Once erected it can 
be dismantled and moved to a new location simply and 
quickly. Eliminates high installation charges and is practical 
for all purposes. 

Delivery: Immediate. 


Interior Steel Equipment Co., 2352 E. 69th St., Cleveland 
4, Ohio 

Transfer Case 
@ Letter, legal, bill, ledger sizes. live green baked-on 
enamel. Each unit has label holder, locking flange for 
stacking. 

Delivery: 60 days. 
International Mfg. Co., 2511 W. 18th St., Chicago 8 


Steel Transfer Cases 
@ Come in 5 sizes that can be used in stacked positions as 


office files. Interlocking legs make this stacking possible. 

The letter and legal size cabinets come with or without 

rollers. Bases can be ordered for these sizes. Constructed 

of heavy gauge steel. Olive green baked enamel finish. 
Delivery: Immediate. 


Oxford Filing Supply Co., Clinton Road, Garden City, N. Y. 
Steel Front Storage Files 
@ For the transfer filing of frequently consulted records in 


all sizes from 3” x 5” to 10” x 15°—12 sizes altogether. Made 
of corrugated board. Steel framework and drawer front are 
heavy gauge throughout. Neat appearance; square steel 
frames; reinforced with angle irons at all corners. Reinforced 
back. The files are delivered packed flat, 6 files to the 
carton. 


Steel-Clad Files 
This file has the same steel collar on the shelf and the 


same simple drawer assembly as the Steel-Front file, but is 
lower priced because of the economy of the board front. 
Steel-clad files come in 7 different sizes including legal and 
letter sizes, and sizes for smaller cards and forms. Come 
packed flat, 6 files to the carton. In all cases patent clips 
and battery clamps are supplied free with every Steel-Clad 
and Steel-Front file. These lock the files horizontally and 
vertically into solid batteries. 


Standard Files 
Oxford’s lowest priced model. Can be stacked 6 feet high 


without shelving. Outer shell doubles back over a 275 test A 
corrugated flute liner. Packed flat, 10 files to the carton. 
Come in 12 different sizes. Drawer handle and other metal 
parts are now pre-attached. 


Pronto File Corporation, 285 Madison Ave. 

New York 17, N. Y. 
Steel Front Storage Files 
@ Built of 275 pound test corrugated fibre board and rein- 
forced with steel on the shell and four corners of the drawers. 
Constructed so that they interlock into solid units that may be 
stacked to any height to save floor space. A feature of the 
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Pronto File is its steel drawer front which is made to har- 
monize with regular olive green office furniture. 

Pronto Files are available in 15 different sizes, which in- 
clude check, letter, ledger, legal, and invoice sizes. Several 
of the sizes are available with removable divider partitions 
Steel sanitary baszs to keep the storage files o the floor are 
availab!e for all sizes. 

Weis Mfg. Co., Monroe, Mich. 

Victory Kecord Transfer Cases 

@ Come in 22 sizes. Solid fibre board—not corrugated. The 
case is metal-stitched at the factory—no gummed tapes. This 
makes the case more solid and lessens the lure for vermin. 
The heavy apron shown in illustration fits inside giving 
added strength on the ends and along the bottom where it 
is needed most. Except for this apron, entire case is one 
piece with cover atiached which extends clear across. One 
fastener locks case tight—no flaps to get in the way. 

Tops and bottoms are smooth so case sl-des easily on and 
o siacks and will not teeter or rock. 

Delivery: Immediate. 

(Turn to page 74) 


The Victory Record Transfer Case of Weis Mfg. Co. 
Below: Liberty transfer cases shown stacked on Liberty 
Prefab Wood Shelving, both products of Bakers Box Co. 
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This Year They 
Gave Me Something 
| Can Really Use. 


Yes!... Here's a Practical Gift 
that Any Man Can Use! 


A FAMOUS ©/w BOOKCASE FOR HOME OR OFFICE! 


For man or woman, home or office, a 
Globe-Wernicke bookcase makes a truly ideal 
gift. It’s appreciated not only because of its 
utility, but also because it’s a handsome piece 
of furniture expertly made by skilled Globe- 
Wernicke craftsmen. It adds beauty to any 
room. 


Sectional Bookcase 
Universal style in quar- 


There are two styles and a variety of sizes and pat ples Sepa 
finishes to choose from. The famous Globe- and mahogany. 
Wernicke sectional bookcase, recommended for 
the office, can be expanded a section at a time, 
as new books are added to the library. It has 
easy-to-operate receding glass doors that keep 
out dust and dirt—prevent damage to choice 
volumes. The Ardmore bookcase with open 


front is ideal for the home. Its simple classic 


: : E é - Ardmore 
design and beautiful finish harmonizes with Bookcase 
modern or classic furniture. nee Pa. mags 


sized bookcase, 

three adjustable 

See them now at your Globe-Wernicke dealer os ples 

. rr . to ooks. Gen- 

—or write The Globe-Wernicke Co., Norwood, vine walnut or mo- 
aa : 2 See : matted 

Cincinnati 12, Ohio, for descriptive literature. ogany finish on 


walnut. 
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THE FAMOUS PENCIL WITH 


GREEN AND YELLOW PLASTIP 


Joseph Dixon Crucible Co., Dept. 87-J11, Jersey City 3, N. J. 
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Hidden Payroll 


(From page 32) 

contain either or both such provisions. Clearly, 
group insurance and paid sick-leaves are also on 
the way to becoming matters of compulsory col. 
lective bargaining. The Department of Labor has 
just reported that more than 3 miilion workers 
—over twice the number in 1947—were covered 
by some type of health. welfare and/or retirement 
benefit plan under collective bargaining agree- 
ments by mid-1948. 

A private study of 30 large companies covering 
many different industries revealed that the aver- 
age cost in 1946 of a list of compulsory and volun- 
tary benefits was 13.28 per cent of payroll, al- 
though in 13 per cent of the cases the figure was 
over 20 per cent. 


Of sizeable proportions 

The National Industrial Conference Board es. 
timated that in 1929 these fringe and benefit 
items amounted to only one per cent of payroll. 
This is in contrast to the 14 per cent of payroll 
discovered by a department store recently, in 
which was included vacation, holiday, and other 
payments for not working, as well as numerous 
benefits and employee discounts. Here was a 
hidden payroll of sizeable proportions. 

The Rhode Island Textile Association recently 
released a report covering 61 textile mills. It 
showed that fringe benefits for all 61 averaged 
about 14.6 cents per man-hour. A similar survey 
by the Automotive & Aviation Parts Manufac- 
turers Association revealed a total of 12.3 per 
cent of payroll, including 4.8 cents for social se- 
curity payments. Arthur Altmeyer. of the Social 
Security Administration, has said on several occa- 
sions that for the United States 20 per cent of 
payroll would be about right for a comprehensive 
program. In the case of the railroads, the com- 
bined tax is already 15.5 per cent of payrolls. 

These payments for time not-worked and for 
employee benefit programs have seldom been seg- 
regated and totalled by any company. Some of 
them are merely absorbed as payroll costs. some 
are charged to insurance, some to taxes, and many 
of them are just hidden. They are the hidden 
payroll, invisible labor costs, a fancy fringe on 
the top of the wage structure. They should be 
brought out into the open by the controller, s0 
that all business executives can see the size and 
nature of these costs. They ought to be reduced 
to cents-per-hour of time actually worked. 

In periods of weak markets, or in the case of 
high cost firms and marginal industries, these 
new burdens will undoubtedly impinge upon 
profits. They will also inevitably retard wage 
increases. Students of the problem generally 
conclude that part of the payroll tax burden is 
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DEPENDABLE IN OVER 

1000 COATINGS IN 

Typewriter Carbons and Billing Carbons in 
5,7, 8, 9, 10, 11, 12, 13, 15, 20 Ib. weight 
Duplicating Carbons Sales Book Carbon 


Duplicating Units 
plain or printed 


Stripe Carbon 
All sizes 


Pencil Carbon Copying Carbon 


Carbon sewed in 
binders 


Pen Carbon 
Hectograph Carbon 


Pattern Tracing 
Carbon 


One Time Carbon 


Reverse Stripe and 
2-Color Stripe 
Full or Both Sides 


Printer’s Carbon Coated 


CARBON ROLLS FOR 


Vari-Typer Executive Writing 
Burroughs Hectowriter 
Elliott Fisher Tabulating 
AutographicRegisters Teletype 

Elliott Addressograph _ Tally Rolls 

All Photostatic Sunstrand 


Alphabetical Printer Laundry Marking 
* 


Kee Lox Dupli-Pax for I.B.M. and Fanfold 
Continuous Forms 


Send for Free Samples for any experiments or tests you 


desire to make at anytime. We consider itafavorto serve. 


KEE |x, 


MANUFACTURING CO. 
ROCHESTER 1, N. Y., U. S.A. 


EXPORT DEPARTMENT: Rochester 1, N. Y., U. S. A. 
ha —— 


mz=-F= mame vson 


THE ORIGINAL NON-GREASE CARBON PAPER 


Always the Best in All Climates 
Does NOT Dry Out! 
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SELF-INKING RIBBONS FOR 
ALL MACHINES AND SYSTEMS 


R 


: Multilith Lithograph 
: Addressograph Multigraph 
Dupligraph Teletype 
Speedaumat Stamp Ribbons 
Burroughs Hectograph 
Allen Wales Writerpress 
q Pit a — 
: it 
ania Tabulating 
Dalton 
All American 
Sunstrand Typewriters 
All 1.B.M. Machines All Foreign 
Time Clock Typewriters 


CARBONS in Black, Blue, Purple, Red, 
Green, Brown, Orange, Yellow 


Over 40,000 Different Varieties of Widths 
and Color Inkings 


Kee Lox Service to the Public in the U. S.A. 
through 35 Direct Branches 


eee 


Kee Lox Mfg. Co., Rochester 1, N. Y., U.S. A. 


Please send free samples of Carbon: 


NE: TINIE sanvonnsitncntnntnnetdoninniceomeniinss SR acctieicotseess 
PU I cknes ee espssvecccc copies at one writing and use a 
aaialinlbadanliccipabiaies iaiat accel dan adicgeneatilpinbintlhanivaaicieninens Machine. 
Ribbons. We are interested in ............ ptidicanad wabernsees se Silk 
ID iiiceiicctinnaninitisins oT icacineiceileisitdasidtdame machine. 
(Samples of work of different inkings will be sent.) 
INI sac sas sinsicab ae teeta ona tdetenncaceadndeinbsihednoaancausnatanasretioelislien 
UII: acteistcacestesdancecs tense sdnsstcsiintss eli elklasibeseiasininansidlap etnegeliibaenii 
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WHY? He's been properly seated 
all day on a STURGIS POSTURE 
CHAIR. That's why he’s in the mood 
for an active evening, whether he 
tackles briefcase problems or frolics 
with friends. 


Sturgis Posture Chairs can make 
you and your office people feel 
better and work better. Write for 
helpful literature. And ask your 
Sturgis dealer for a demonstration. 


POSTURE CHAIR CO. 


Sturgis, Michigan 
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shifted to the employee in retarded wage in. 
creases, and part of it is transferred to and re. 
covered in the price. If this view is correct, this 
means that the wage earners, who constitute the 
majority of the consumer group, bear the bulk 
of the burden of these benefit programs, either 
in lower wages or in higher prices. 

In part, these benefits represent a choice be. 
tween more leisure and more goods; in part, a 
choice of spreading income more evenly over time, 
They constitute money outlays without compar- 
able production offsets. If every workman is 
paid an hour a day for portal-to-portal time or 
warming-up time, this does not rroduce more 
food, more shoes, more cars, more hcuses, or more 
coal. It may provide more dollars, but payments 
for doing nothing cannot augment the standard 
of living. Great Britain is a prize example of a 
country bedridden with social security. 

Payroll levies which include cost burdens for 
not-working are a penalty on jobs. If we make 
it expensive through managerial policy to put 
men on the payroll, we may unwittingly help 
generate and perpetuate unemployment. 


Simplified Research 
(From page 55) 


for Sundays, these four cards would be extracted, 
placed together, and the coinciding holes would 
show the contracts at a glance. This installation 
requires less than 400 cards and very little cler- 
ical time. 

The F. W. Dodge Corp.. which issues Sweet's 
Catalog Service, was confronted with a dual prob- 
lem of production and distribution. These catalogs 
are very expensive. It is not advantageous to 
produce either more or less than necessary. It is 
also vital that all qualified companies receive 
copies, but not those who do not meet require- 
ments. Several years ago the company installed 
a system of this type which established perfect 
control. 

Another firm desired to survey a specialized 
group of retail outlets by types of merchandise, 
volume of sales, location, number of employees 
and various other factors. Questionnaires were 
mailed, sort cards prepared, and a most valuable 
series of reports resulted. The cards, containing 
all information, were retained and provide a 
source for ready information of a_ specialized 
nature. 

The principle of this system is simple. Desig- 
nated holes are assigned to all possible factors. 
Those that are involved are punched out. A 
needle is then inserted in the completed set of 
cards, those punched fall out. 

Assume that a tabulation of buyers is required. 
A needle would be placed in the labeled field and 
the proper cards would be secured. If it were 
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STORAGE CABINET 
CAT. =7218-S 


Height 72" x 18" Depth x 35" 
Width 


CAT. 27224-S 


Height 72" x 24" Depth x 35" 
Width 


WARDROBE CABINET 
CAT. 27218-W . 


Height 72" x 18" Depth x 35" 


Width 
CAT. 27224-W 


Height 72" x 24" Depth x 35" 
Width 


Shipped setup. Modern gray or Height 72" x 24" Depth 
olive green baked enamel finish. x 35" Width 
(Specify). 


Steel CABINETS 


STORAGE + WARDROBE 
COMBINATION STORAGE & WARDROBE 


Special Features 
* Built of Heavy-Gauge % Chrome plated handles 
Metal % Available in 18" and 24" 
*% All-Welded Construction depths 
% Shelves adjustable on % Cabinets—72" high, 
2" centers 35" wide 
% Three point locking de- Durable baked enamel 
vice finish 


COUNTER HIGH 
Cat. =4218-CH 
Height 42" x 18" Depth 
x 35" Width 
Cat. =4224-CH 


Height 42" x 24" Depth 
x 35" Width 


COMBINATION WARD. | i 
ROBE AND STORAGE \ 
CABINET 
Cat. 27218-CW 
Height 72" x 18" Depth 
x 35" Width 
Cat. =7224-CW 


Literature and Price List Available 


STEEL EQUIPMENT 
FOR THE 
OFFICE 
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K E YS T o N E STEEL EQUIPMENT 


STEEL EQUIPMENT COMPANY cred 
2608-28 SOUTH FRONT ST. PHILADELPHIA 48, PA. < — 
b Veeco ener | 
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KIL-KLATTER muffles typing noise, absorbs 
typing shock, makes typing easier on the ears, 
easier on the fingers. Made of famous OZITE 
All-Hair Felt with treated top 
to prevent machine legs from 
digging in, and non-skid bot- 
tom for extra safety. Size 11 x 


13 in. fits all typewriters and AT YOUR 
many other business machines. STATIONER’S 
or 
AMERICAN HAIR 2 FELT COMPANY OFFICE SUPPLY 
Merchandise Mart, Chicago 54, Illinois DEALER 


a 


\ further desired to obtain only those of a certain 


volume, an additional sort in the volume field 
would give the answer. It is possible, through 
the use of codes, to obtain an almost unlimited 
number of combinations, or to ravidly sort into 
numerical or alphabetical sequence. Sorting 


| speed exceeds one thousand per minute. 


Space Planning 
(From page 40) 


agement, they must be positive that their plan 
will bring about the maximum efficiency and pro- 


| duction through the minimum of effort on the 


part of the employees. The plan must be pre- 
sented to those involved in such a way that there 
will be no doubt in their minds as to the satis. 


_ factory operation and benefits that may be de. 


rived in order to successfully expedite the com- 
pany’s objective. 

The elements of safety, efficiency of personnel 
operation, and the final production of any large 
industry can be best illustrated through the use 
of three dimensional furniture and equipment. 

In the small plant and office, management is 
faced with identical problems of cperation and 
production. The smaller office cannot afford 
specialists in various fields of planning. One 
man, either the office manager or methods analyst, 
is delegated the responsibility of keeping abreast 
with new ideas and advising management on the 
proper use of space, methods, and work planning 
necessary to establish the smaller office on a com- 
petitive basis with the large. 

His flow chart and layout would be sufficient 
to devise a new and more satisfactory work flow 
with office operation to bring about improvement 
in production. A photograph of the three dimen- 
sional layout superimposed by the work flow on 
acetate or vellum would achieve a clear and true 
picture of the contemplated move, re-allocation, 
or rearrangement of occupying space. 

Third dimensional furniture miniatures en- 
courage better office planning and have proven 
to be a valuable asset to office executives seeking 
the maximum utilization of their administrative 


and operation set-ups. 


Visual planning units are especially important 
now, during the days of high rents and extreme 
shortages of available vacant quarters. Scaled 
models give the executive an opportunity to check 
and experiment with space-saving equipment to 
see if he can get a higher return on his rental 
investment, eliminate office congestion, or to place 
more employees in a department that is separated 


| from the rest of the company’s operating space, 


as well as to allow a particular department or 
section to maintain a satisfactory operating pro- 
cedure. 

(Turn to page 76) 
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What a Measure to work at 


a Desk 


_ Sean ane 


Here’s the answer to how a stenographer can be 
hard-at-work and happy too! Every beautiful 
inch of the STEEL AGE Stenographer’s Desk— 
from the pontoon bases, with their added foot 
room, to the non-glare Corroleum pedestal and 
platform top—was designed for work-saving effi- 


——— 
= a a 
>. 
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Al STEEL AGE desks have adjust- 
able gliders for leveling on uneven 
floors and to adjust height in any 
degree from 29" to 3014". 


ke This! 


The STEEL AGE Stenographer’s Desk 


combines sleek beauty and peak 


efficiency 


ciency and lasting good looks. Only the precision 
metal work of STEEL AGE master craftsmen can 
give you such smooth-gliding drawers and su- 
perb construction—a real achievement in modern 
design. That’s why people say: “Buy STEEL AGE 
and you buy the Best in steel office furniture!” 


ho 


}| fq Ces --- CORRY—JAMESTOWN 
| aul MANUFACTURING CORPORATION * CORRY, PA. 
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Above: Steel-front storage file of Oxford Filing Supply Co. Right: 
Pronto File Corp.'s legal size storage file. Lower right: Transfer case 
of Interior Steel Equipment Co. 


Duplicators 
(From page 66-D) 


Hand Type Duplicators 
Multistamp Co., 521 W. 21st St., Norfolk, Va. 
Multistamp Stencil Duplicator Model No. 1 
@ Prints up to 5 typewritten lines 3” long; dimensions of car- 
rying case containing supply of 25 stencils, special ink, ink 
brush, writing board and stylus, 334” high, 442” deep x 634” 
wide. Non-corrosive, rust-proof metal. High polish. No 
working parts to wear out. 

Hand stamp with fixed clips for quick, easy change of sten- 
cils. Multistamp Stencil Duplicators print 1,000 or more 
copies plainly on tags, postal cards, cardboard, corrugated 
boxes or wood. Used for marking detailed information on 
shipping cases and for addressing small and medium pack- 
ages. This product comes in sizes from hand stamp to rocker- 
type letter size. Prices: Model No. 1, $9.50; other complete 
outfits up to $82.50. 

Delivery: Immediate. 


Pekas Duplicator Co., Lock Box 33, Lesterville, S. Dak. 
Model 109, Speedy Printer 


@ Rocker type hand duplicator. Prints up to size 4” x 6”. 
Made of metal with nickel finish. Has adjustable guide for 
accurate print registration. Process consists of clipping the 
dry stencil on the machine. Ink is applied to the inside of 
the machine. Price is $15 f.o.b. factory. 

Delivery: Immediate. 


How TO USE THE 
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Left: Multistamp Co's hand duplicating set. 


Below: The Presto, gelatin duplicator of AUTOCOPY, Inc 

Printing surface 83, x14. Wat. 22 Ibs. Makes copies 

of master sheets that are written, drawn, or typed by use 

of a hectograph process. Has |5 ft. gelatin roll. Will 

reproduce sheets in 7 colors in one operation as quickly 
as in one color. 
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There are 


>’ O 


STYLES and SIZES 


ACCO 


~y — . H Universally used style of ACCO Fastener 
F A 8 T E N E R 8 ; of 23,” centers is made in two sizes: 
: ee re 1” Capacity 
Used independently, or in ACCOBIND PE aiivnivesenees 2” Capacity 
Folders or ACCOPRESS Binders of 
fine pressboard, they provide an im- 
mediate and permanent answer to the ee ACCO-Bound Papers 
binding problem of every office. eal 
Ideal for binding loose leaf catalogs. are Safe Papers” 


ATTACHABLE PRONG and 
CONTINUOUS BASE & PRONG 
FASTENERS FOR ALL 
LOOSE LEAF CENTERS 


No. 32 
234” centers 


No. 52 


519” centers 


No. 56 
6” centers 


ot, 


No. 623 
>OPY, Inc Wide Base 
kes copies oe prongs 
ed by use 7” centers 
roll. Will 
as quickly 


ee No. 723 
Wide Base 
r. 8,” centers 


= — ACCO PRODUCTS 
| @ INCORPORATED 


Riverside Drive ‘Ogdensburg, N. Y. 


PAPER FASTENERS . : 
BINDERS ¢ FOLDERS * PUNCHES = In Canada: ACCO CANADIAN CO. LIMITED. Toronto 


ee eccce e 7 seesee 
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A DEPENDABLE 


SOURCE of SUPPLY 
for 

LOOSE LEAF 
BINDERS 
and FORMS 


VISIBLE EQUIPMENT 


A wider and more complete 
range of grades and sizes 
than any other manufac- 
turer. Automatic and non- 
shift — and visible stock 
forms for most every con- 
ceivable purpose. 


POST BINDERS 


Our new Dual-Loc Keyless t 
binder is now a fast-selling 
number. Also available are 
other styles with top lock or 
end lock, and with either fabric 
or metal hinges. 


CATALOG BINDERS 


The popular Bar-Loc Binder with 
the “floating back” meets most 
advertising requirements such as 
catalogs, sales manuals and price 
lists. Many additional binders are 
made in styles adaptable to any 
specific need. 


SEND FOR FREE 
DESCRIPTIVE LOOSE LEAF 
LITERATURE. 


44-11 Twenty-First Street 
Long Island City 1, N. Y. 


SE 
Cosed 
$ 4 

vipme> 
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(From page 72) 

The six following basic reasons have been sub- 
mitted to management, in many cases, when the 
planning sections decided that three dimensional 
layouts were the only answer in bringing about 
an efficient and satisfactory space administration 
program :— 

Reduce offce costs 

Increase office efficiency 

Facilitate space rearrangement 

Present a “visual work flow” 

Simplify moving problems 

Permanent inexpensive expansion and 
operation record. 


Furniture manufacturers help 


Many office furniture manufacturers have 
taken a sincere interest in assisting industry in 
production planning. They have cooperated with 
industrial management specialists in conducting 
schools and instructional classes in filing pro- 
cedures, methods and forms analysis, and the 
proper use of office planning templets plus three 
dimensional equipment to bring about an effec- 
tive utilization occupied space. 

As its contribution to better office planning, 
the Commercial Furniture Co. of Chicago re- 
cently introduced a portable visual planning kit. 
This kit is really the latest and most modern item 
in planning. It consists of 280 miniature pieces, 
including executive and clerical desks, tables, files, 
bookcases, walls, and partitions. The furniture 
is in the color developed by Faber Birren as pro- 
viding the proper light reflectivity for eye com- 
fort. Also, the wall and floor are covered to elimi- 
nate eye fatigue. Each model pins into the base, 
which is of corkboard material. The layout ca- 
pacity is 64 feet by 104 feet. 

In many cases labeled blocks of wood, roughly 
resembling the represented equipment, cut to the 
proper scale would suffice for use in a small sec- 
tion or departmental layout, particularly when it 
is not necessary to make copies for any future 
use, but rather to work out a space rearrangement 
or immediate work flow for explanation to per- 
sonnel within the department. 

Detailed scaled three dimensional furniture as 
well as labeled blocks of wood are used by stu- 
dents in industrial management courses in many 
of the universities, as well as by plant and office 
engineers. Regardless of whether the planning 
specialist or the delegated office manager uses a 
manufactured planning kit or scaled blocks of 
wood, he should make sure that the units conform 
to a specific standard as prescribed by other plan- 
ning officials and departments. This tends to es- 
tablish a better understanding of the use and 
make-up of visual planning equipment. 

All models should be made to the scale of 14- 
inch to a foot out of durable material that is not 


November, 1948 


aaa: | 7 eel Pe 3S , © Race (ae a ee 
oe, Wi: el ae — A oe ‘ 
‘a “a 
: Oe 
rae 
an 
3 ie 
t 7 : 
ae © a Pee tap OLS a ah’ TE ate 8s oe LM Gettin sete 77 
aan ~ AE IE sf ere St Oe SS ein Nh ede eis INSLEY ON) 35 
— PALS ce ER ee Eek ei sett a Paice Fae GAY 3 
ae ere NTRS Ee Na eee aoa 
+ = Oes7 Pare O14 LSM GS eI Fe: 
: \ ea Seeley anaes ean, Cen 
: : ASSES oma Pr aT Seer Dit 
‘aye. SSS ae Se ta ei ae 
See oy. RAC Se EN: {ee svat) 
. ie REED Sree heroes + 
Sage KES GOS eS we 
abe ne eS Pet Se I et eR ae 
my > ate pie Se say Sa 
, ae oes eee NEA es oe, 
‘ i Sienna ta 
a ae ~s 
ma 7 ways ~] LEAF ~ 
“af 35 LOOSE 
ae ie ; MODERN = z 
Wu 4. 4s 
a at a | 
pan 7 : n | 
: ‘ son eat ty BOM 
a zs paar RCSL Me 
ci F otal ST Ware See cee 
—_— Bi oer ml 
" . eae ee! Fe LS eS | 
ee < BREE PUY Sie Wine ff sve eee 
es te Raed SES Ee Ait te SNR Gs TERS. ON 
‘ (RADA UD SN Stee | 
Bc Doote Sa Sos sak) Seats | 
, a Rare Serer 
= pest igthn SER 
7 Saito ca tener 
‘ ae “4 BRL terete | 
2 = Pemieees Nase e 
eS ae Rs eae cee eae | 
sae a ERR eae fii 
mage Nai gart eyes 1a: Sif 
- e - TER ta ees i % 845 Dee 
wr 4 SETH oh 
eer aes ROWLETT HY: 
ae a Berto tug et 
e ‘ BERR are 
Pes PxDaaye reentrant 
ueape Rose dh Gaaekees es 
aes Seas Rats Soe | 
a. LOL SAMO So 
a Aeeeng Skene seks 
ert eee eG | 
a Mad inriron eet ted } 
ule beaker pat ss 
£ p- A Nee eee ey | 
a NUS A ey sed | 
{ WOE SERA | 
£ SOMTEDS Se egeaees 
S Paar tees Re | 
ae Perey Bre on tok | 
Ba AW Sas oF pad 
ot Te Se TAPP oe Se WAS 
‘ 7 SEER Core ok Be 
Se oe Sgt ees IS | 
— Te a Cpr | 
t i241 eet. eee: 
: PENA ce | 
mM im Sey hk MeFi Ce a 
oe a Soke SENS a | 
aa Se pe aweee ys 
7 i ¢ 5s 
2 Panis Whee eka py 
mal PGs Sarita 3S 
7 Ae Ot EE Rt | 
] 7 pS eeroe ing | 
ce a7 1 nes See ba | 
hs abe nae Qyev ier oe TEC 5s 
1 ; Lea ft take to Pe 
= 7 fi 0 Fa ote iyo D 
i. Barre atone 
ae | BE Stn 
Pa mn H AS abet eo tai reed . 
ve - 7 1 De hha et ee 
: aber: Waves 
; ea Aiea ta 
ye al pated es aie . . 
: ae PoE Fees Ooo CSTR LI Dore, Sie ee EO PLT PRIOR EE on 
. id hy ROSE Ee oe te ee FRO ees fn Ba, ane ER Et Rae RULE | 
a Pe. PRADA Wed ela Ota Weep Rech Bra EEO 2. head TEES RRO | 
Bic: SEE Sat Sasa acta ge Spt RB SE | 
ae ETE Ait Ie ora 
pees) ies Set Rese y 
bis ns a Sarit For Z sZt, 
a | tices peta 
eee, ae o's Ars Mi ES 
cae: SERA EAT ane. 
‘ pt Rerh ats bis $2 
= . eitssesscsasss? A Se se 
7 - istisessesess:: ae eG 
: yesssesessecss::3 —_— CPE 
Jicceseweness..: Sseesiiii:7 8) Ceebeae 
ro = Pt etttttttee WO: 
: fj sdesssecscissii] ||] ees 
sessiesseesises et 
* i hy = mi222333:] ll] SASS 
| ; 4 j I— Be BIS, 
fe - — bya 
sie a : hi — cia 
ee | /; SS Se 
Gen i / ———=> TH a 
ares — — eK 3. 
: se = SS Ke 
ny 1 = Sie 
er | oS bats 
: ‘ BES Reve pep Sa 
4 : 5 Pyne NG US nce 
Cy Dens emery 
: LAER SETA SG re 
‘ ALDARA a tetas 
7 d ee Re ee oe 
: PSS) Wik Withee 
ie - Ces Sr ee ok 
; BEET OR eS Co 
f ip CATAL 
pee + ¥ OEY Caer) 
; yo 
Ae 
- 44 EB 27 
3 OP ~ N32 
44GY7 = aerlby 
i. 4G Yn ARTE SES 
« Gh Rie ae 
4 4 te tell f. 
= : \] pre rac Nae 
f SG SERIE EAS, 
: pen Re See's 
2 OE Sen 
ee ipa Fae in 
j se fad SIN Smee 3 
: Fa SONY, SAA BR 
a 7 Oe LS Fie Tar 
: he FPA eles 
; : PTA Ran hanes 
ey a MSs ieg 
‘a ; SOU iss 
’ Jd ; SEARS; 
i PERS 
" i * Sy 
a f Sad 
a ; / LIDIEA co) 
Rares 
a / BIAS 
: bd terahefe 
7 ~—S LEFT, 
_ 3 — AAPOR Sas 
; SS S>- PASTAS 
= eparteas 3 
RTA, 
: PO psi ee 
7 ages eee Ate Ste oat 
dsr wt aaceanty: 
ay eerie etter Peart 
. DS0G yoceicgrimseaatee a eae Ae 
. ae Shee en nes Gain) ie es 
. ie? ; SNe aa ROR Ate Mee hen 
ae Sue na See PR 
a ee ees i S “| ii ae 
a = ae o eat cS & RS 
nhs a Sot Ais . we eae RNS 
ai on SK es Slt kd og e bed ee os 
a 7 At SREY A> eee Sold oS, - SS. 
; . : ke erat ar MN oI ee 
; q 8a pate eae ag oo eas 
a oor natn hac, Se ta es antes Baer ie Ree 
4 Pais s SEATS epi A et Re 
3 See Fontan 
- 2 je Se ie age 
P re Ee eS ales Fee tS eco el 
Re c.f ayn TERN Pet Re Ue tk. 
ie ee BBS me Mig ee tsk i viep oat ero 
a eA tle Mert EDR SaaS na 
Ths Poth Pa port Pek tate 
Ng a 9 Saree no Bae ft Vipbagh gp eae sco OAS ie 8 Sete 
} it Phe Ne 2 hit Oye Bos Pty 
me VR att Rene aie SFU ROR a 
. : eas BeOS oe pest Senter erie ry | 
ele Foie Ota Sam pale ee ae ae Aveta ee | 
1 Re SO been ees Sia tne) 
“ - .: ELE AER iin te epee eee — wagidc beaten te 
Se . es Os ae PP POE Gee a ar a sohlek Spt tec etd wel 
, = Et NP EE Neyer pe esate cay erg a 
4 CE Tet Sera es ROOT RE I ea ee Rp 
i 7 
A 
ee ' 
ola 
my 
4 Ne ‘7 Some ar. rr. ie: hi: ee F 7 F pe ive Bop hy ‘ 
5 4 a i ' t ee : Thad) oo _ . Te . eee 8 
al a Z Pin adel " ; 7 ——— ’ Pie oe 
. g al + es. . ~ ail com 7 ih 7 aie Ags BP see eat. 
F e i eee bodice DAS Se iy me a : Ee 
: a ai 4 : > is id be me ‘ r Mess | Es 
fi 4 m= a 4 wy. rare el a. a ee 


b- 
he 
al 
ut 
on 


ie Ws 


What every P.A. should know 


Any secretary will be glad to tell you 
that all carbon papers are not alike. 
Webster's Micrometric, for example, is 
the only carbon paper with the numbered 
scale that warns typists when they ap- 
proach the bottom of a page . . . assures 
neater spacing of letters and reports . . . 
results in faster work . . . helps secreta- 


ries avoid smudged fingers from carbon 
backs. 


Yet Micrometric costs no more than any 
other quality carbon paper. 


Factory warehouses from coast to coast 
mean quick delivery of Micrometric and 


other Webster products to over 1500 
dealers — and to you. Order ‘*Webster’s’’ 
the next time you want carbon paper or 
typewriter ribbons; duplicating carbon 
papers and accessories, carbon paper rib- 
bons for photo-offset work; ribbons and 
carbons for Elliott-Fisher, Addressing, 
Adding and International Business 
Machines. 


Consult your nearest dealer, or write to 
F. S. Webster Co., 9 Amherst Street, 
Cambridge 42, Mass. Warehouses in New 
York, Philadelphia, Pittsburgh, Detroit, 
Chicago, San Francisco. 


Better buy... 


WEBSTER’S 


Micrometric Carbon Papers and Typewriter Ribbons 
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too expensive or heavy, but which permits normal 
handling without distortion. The units should 
be finished in one of the colors most frequently 
used for the actual product, but yet capable of 
being reproduced satisfactorily by photography 
for engineering, conferences, and file use. 

All models should be labeled, including perti- 
nent information required by planning personnel 
and architects. If the model is too small for label- 
ing, it is best to number the particuiar piece and 
list the information necessary on an attached 
sheet with the photograph or print of the layout. 

Since the models will be used by non-technical 
personnel as well as engineers, the final result 
should be as nearly as possible a representation 
of the actual equipment. It is not necessary to 
show any of the moving parts, but it is best to 
indicate them with dotted lines. 

It is advisable to indicate departmental, sec- 
tion, and. unit chiefs through the use of various 
colored models. 

Because the three dimension layout cannot 
show all the engineering data necessary for com- 
pletion of the project. a twe-dimensional or paper 
templet should be used in conjunction with the 
three dimensional layout. A photograph of the 
visual plan, together with engineering and phy- 
sical details drawn on the paper templet layout, 
and work flow study, serves as a perfect record 
for use by technical and non-technical personnel. 


A few of the many styles in 
America’s finest quality erasers _ 
—for every erasing requirement. 


WELDON ROBERTS RUBBER COMPANY 
Newark 7, New Jersey 


Visual planning has been recognized by indus 
try as the foremost method for use in presenting 
operating obstacles. It is the solution for show 
ing “before” and “after” conditions in tangible 
form. There is nothing unique in understanding 
that money must be spent to find out how and 
where to save it. However, it is logical to con 
clude that the space and work flow analysis will 
offer re-organization plans for improvement in 
these phases and pay for itself through actual 
savings to management. 


Rem-Rand Produces New Filing System 
The systems division of Remington Rand Ine., 315 

Fourth Ave., New York, has produced a filing system which 
they call Triple Check Automatic. It is an improved alpha- 
betic system with numerical control plus color selectivity. 

The primary guides, which constitute one-tenth of the 
index, do the bulk of the filing work. Numeric control pro- 
vides a positive check on accuracy while color selectivity 
speeds reference by automatically spotting the section. 


Postal Rate Chart Ready 
A new 1949 Increased Postal Rate Chart has been 

prepared by Commercial Controls Corp.. 640 Culver Rd. 
Rochester, N. Y.. manufacturers of complete mailroad equip- 
ment. The chart shows rates on all classes of mail and postal 
services, including the increased rates effective January 1, 
1949, and the newly inaugurated Air Parcel Post rates. which 
became effective September 1, 1948. Convenient to use and 
clearly legible, the chart is 15 x 21 inches. printed in two 
colors on card stock, suitable as a mailroom wal! chart. 

They are available immediately by writing to the company 
and enclosing 25c in coin to cover handling costs 
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JOWN go typing costs - UP goes typing production 


The superb new Remington Electric 
DeLuxe Typewriter provides increased 
typing production for your office... 
with decreased effort. This is important 
to businesses where rapidly mounting 
oflice costs are causing concern. 

The complet+ly electrified operation 
of the Remington Electric DeLuxe 
allows your operators to produce more 
typing. faster typing, but with less 
effort than is required on 
conventional manually 
operated typewriters. 

Scientific studies pro- 
ject an indicated mini- 
mum increas> of 10% 
in typing production 
through the use of these 
brilliant producers of fine 


typing . .. with a net re- 
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Distinctive, modernly 
designed Finger-Fit 
Keys adjust fingertips 
automatically! 


sult to you of a saving in office costs 
of $250.00 or more a year for each 
Remington Electric DeLuxe you have. 

Designed froma rich background of 
knowledge of typing needs, the Rem- 
ington Electric DeLuxe is unusually 
compact, fits all standard fixed-bed. 
center-drop and pedestal-style desks. 
A convenient Front Control Panel and 
a smoothly functioning constant speed 


ee Big = 0 
ae ey ace 


Manifold Dial Control 
—A finger-touch ad- 
justs machine for 
perfect carbons. 


New Remington Rand 
type! Designed for 
greater readability... 
perfect stencils. 
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motor combine to make it a delight 
to operate, turning out beautifully uni- 
form work and letters that the execu- 
tive is proud to sign. 

Your nearby Remington Rand 
representative will be glad to show 
you just how you can use this superb 
Remington Electric DeLuxe to lower 
your oflice costs—why not call him 
today? 


THE FIRST .Seammte, 
NAMEIN § 3 
TYPEWRITERS %, Sager. 
Cron 
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pep ak. 
; YOU INCREASED 
SERVICE AND VALUE 


CARBON PAPERS 
~ TYPEWRITER CARBON BILLING CARBONS : 


i FAN-FOLD CARBON PENCIL CARBONS 
: ; _ CARBON — REGISTER ROLLS 


INKED RIBBONS — 


“TYPEWRITER RIBBONS TABULATING RIBBONS 
Addressograph RIBBONS TIME STAMP RIBBONS 
Bookkeeping Mach. Ribbons ADDING Mach. RIBBONS 


HECTOGRAPH SUPPLIES 


HECTOGRAPH CARBONS MASTER UNITS cs 
HECTOGRAPH RIBBONS’ DUPLICATING FLUID | 
— CREAM weit Mies. 


INCREASE YOUR OFFICE 
EFFICIENCY BY USING 
NATIONAL 


NATIONAL GIVES REAL 
SERVICE AND 
COOPERATION 

We shall be pleased to 

quote you 


NATIONAL PENCIL COMPANY fa “MEG, CORP. 
id SHELBYVILLE TENN, a 529 So. Franklin St. 401 Wood St. 270 Lafayette St. 


ae Chicago 7, Ill. — Pittsburgh 22, Pa. —= 12,N.Y. 
220 FIFTH AVE. » NEW YORK NN Y. _ Factory: Coraopolis, Pa. — 
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rN STUDENT DRAWING KIT: 


A fine drawing board, a laminated plastic 
T-Square and two triangles comprise this 
inexpensive kit. 


Superiority _ ; PROFESSIONAL DRAWING KIT: 


A five ply basswood drawing board with the 
parallel ruling plastic straightedge and the 
new “Adjusto Liner.” Ideally suited to 
designing accountants work sheets, office 
forms and many other types of work. 


te V8003-C DRAWING TABLE: *Order now to insure delivery in time 


for your Christmas trade. 


This well designed, firmly constructed table 
featuring an extra fine drawing surface will 
stand much hard usage. Being compact yet 


. . 7 
vompletely, adjustebhe thi, whi ean ‘an Engineering Manufacturing Co. 


your drafting needs. 619 North Commerce Street, Sheboygan, Wis. 


A Spacious Comfortable-Posture Chair es 


yw laylor ¢ vi 


that will pay generous dividends 


in increased efficiency 


This TAYLOR designed chair for general office use eliminates the 

need to leave the desk due to fatigue found in “old fashioned” 

chairs. Four adjustments control height, pitch, position of back 

and tension, in both relaxed and working comfort. Generous divi- 

dends in increased efficiency should result from this No. 4843% 

TAYLOR CHAIR. Arm and side chairs are available to match. 
The TAYLOR line is complete. Full line of other TAY- 
1.OR Comfortable-Posture Chairs for every office duty. 
Other lines in full range of models and pricing in All 
Wood Bank of England and Commercial Flat Back. Also 
Turned Leg and Modern Chairs. Upholstered Models. 
Special finishes to match any new desk colors, wood or 
steel. 


THE TAYLOR CHAIR COMPANY 
Bedford, Ohio 


Please send to me, illustrated folder of Taylor Comfortable Chairs, prices 
and where | may obtain. 


TheTalor Ct Chair coy 
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THE 
Personal 


FOR 
Office 


OR 


Smartly styled and finished in executive 
brown to harmonize with the finest office or 
home furniture, the BEV-ETTE is a full size 3!/, 
cubic foot refrigerator. Ample ice cube 
capacity. Designed to accommodate stand- 


ing bottles, large or small, plenty of snacks, 
etc. Can Be Locked. 


Advertised Consumer Price 


$209.50 f.o.b. Lima 


Refrigerator 


Game Room 


WRITE FOR INFORMATION TODAY 


Arthkraft ‘MANUFACTURING CORPORATION 


326 KIBBY STREET LIMA, OHIO, U.S.A. 


|_| Please send literature on the 


Artkraft* BEV-ETTE. 


MAME _____ OF 


ADDRESS ees 


QUALITY PRODUCTS FOR OVER A QUARTER CENTURY 
* Trademark Reg. U.S. Pat. Off. 


.-. the Sengbusch HP-6 Handi-pen has the utility 
and appearance that please both hard-boiled 
office managers and demanding executives. 


It appeals to busy executives—Smart and dignified HP-6 
Handi-pens make a big impression on all who see them. 
In addition to good looks, they offer smooth, efficient 
instantaneous writing service. 


Ideal for the entire office force—These efficient desk 
sets, with their effortless writing, save time and eliminate 
disturbing annoyances such as constant refilling, clogging, 
flooding. They are reasonably priced and find a sizeable 
market among quantity buyers. 


Has famous “Capillary Action” inking principle—The 
HP-6 holds 6-months’ supply of ink. Thanks to the 
scientific Sengbusch method of inking, there is no ink 
deterioration or waste; the last drop of ink in the con- 
tainer is as fresh as the first. 


For increased efficiency in your office, standardize on 
Sengbusch Handi-pen—the writing champion. Place your 
orders now. Write for circular P-47. 


Sengbusch Self-Closing Inkstand Co. 


1118 Sengbusch Building Milwaukee 3, Wisconsin 


'. Plestic bases in 
black, copper, 
er gun metal, 
Deluxe walnut 
bases, trimmed 
in gald ar silver, 
with topper or 

* gunmetal HP-6- 
sets. 3 
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When you want to sit and read 
and think and sulk... and 
the phone clangs and 
clangs.....and you are a 
baby sitter for the evening. 
Frustrated Sir! 


that’s Your Worry! _. 


But your 
OFFICE OVERLOADS 


3 in TRANSCRIBING 
in TABULATING 


are Our Worries! 


---.-particularly.. . for the com- 
putation of modern inventories using 
today’s costs and figures ..... 

.... particularly for the breaking down 
of those voluminous QUESTION- 
NAIRES, sifting out ALL facts and 
opinions and finding indicated answers 

.... particularly when there are moun- 
tains of sales slips to be melted ..... 

...- particularly if you want to conduct 
a complete mail campaign... typing let- 
ters (ANY process vou prefer), address- 
ing, folding, stuffing. sealing. stamping 
..-We'll pick up replies at P. O.; open, 
sort and keep records; count and pack- 
age money; prepare and mail premiums 

.famously, accurately, speedily..... 
. «if you'd 


“AOR UMAN 
The nation’s foremost office overload service 
WORKMAN SERVICE, INC. 

109 N.Wabash Ave., Chicago 2, Ill. 
Other office locations: 


New York City * Los Angeles 
Minneapolis ¢ Seattle 


WRIT 


INCORPORATED 


Ass 
ww Se 
‘ KING 
hy Yi 


Ee Tem 


Get WRITE on the Job! 


A good-looking letter makes a qood 
impression ... your letter to a prospec- 
tive customer will make the right im- 
pression—if it's a WRITE letter! 


WRITE Typewriter Ribbons produce 
clear, crisp, uniformly sharp letters every 
time. WRITE Carbon Papers give you 
more copies and cleaner carbons from 
every original, and they're easy to han- 


ale. 


WRITE high-quality products ere guar- 
anteed for long wear and consistently 
good performance. For economy and 
efficiency, supply your office staff with 
WRITE Typewriter Ribbons and Carbon 


Paper. 
Ask your dealer, or write us today 
for FREE samples and attractive 


prices. 


Immediate Deliveries 


Bk af >. << t.- 
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e 420 Lexington Ave., 
New York 17, N. ¥. 


"FACTORY: Bridgeport, .Corfatic se) 
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Fox River | 64 | Fine Papers 


STEEL TRANSFER wer ) 
CASES... 


Write 


3 
fe) 
® 
B 
mm 


| 


: ~ 8 


Nad 


...Can be “Stacked” 
and used as a file 


Immediate 
Delivery 


Free Booklets by 
Dr. Robert R. Aurner ? / 


INCREASE THE 
PULLING POWER 


of your business letters 
Your success with business letters ts 
measured by fowr simple tests— and 
the fine cotton-fiber paper we've 
becn making for 65 years, water- 
marked “by Fox River,” is only ov 


Steel transfer cases in 
sizes—as shown—CAN 
BE USED ASA FILE. In- 
terlocking legs to assure 


sturdy stacking. Ideal for 
small offices or vaults. 


Constructed of heavy 
gauge steel to stand up 
for years. High gloss 
olive green baked enam- 


el finish. 


of the four ingredients of mail that 
makes you money. 

Writing in the free booklet, Money- 
Mating Mail. Dr. Aurner points out, 
“The real PAY is what you say.” Then 
he helps you sa) the things that pay in 


second booklet, How to Put SOCK in 
Youur First Sentence 


Eminent authority on letters, for 18 years 
Dr. Aurner was ranking professor of busi- 
ness administration at the University of 
Wisconsin — now heads our Better Let- 


INSIDE DIMENSIONS OF FILES 
Width Height Length Packed 


No. 5 Letter Size ........ 12\/g x 10% x 24 | With or without rollers 2 : 

No. 6 Lega! Size Lseseveee 15% x 1034 x 24 | With or without rollers ters Division. 

_ 3 yeusher She Svese 82 . 5% . . : = _——_ oc Both booklets are ready for you — both 
No. 14 Check Size .......9 x 3% x 24 3 On Guides Only free —- write today, Please use your busi- 


No. 5B Letter Base 
No. 6B Legal Base 


ness letterhead. Fox River Paper Cor- 
PORATION, 1815 Appleton St., 
Appleton, Wisconsin. 
Write for Literature ! 


on other sizes 


‘a by , 
INTERNATIONAL MFG. CO. conten Finer” NW FOX River f 


BOND, 
CHICAGO 8, ILLINOIS ONION SKIN, 


LEDGER, watermarked “by Fox RIVER” 


2511-31 WEST 18TH ST. 
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TIME SAVING 
SALES MAKERS 


LETTERING GUIDES 


Only C-Thru modern engineering ope 

methods turned the trick. So simple $900 
to use that an amateur can operate 

these rigid, yet pliable transparent fora set of 
plastic guides on sight. Complete 6 Guides 


alphabet, signs and numbers on each guide. 
Sizes 1/8", 3/16", 1/4”, 5/16", 3/8", 1/2”. 


Made of sturdier plastic. Be 
on working surfaces eliminate 


__ ink smudges. 


me, 


8" size of sturdy, clear non- 
_ inflammable plastic. No pro- 
_ truding rivets or sharp points. 


Phu A complete line of other quolity 


drawing, ruling and computing devices. 
‘ 


SEND FOR FREE CATALOG 
RULERS + TRIANGLES + NAVIGATIONAL INSTRUMENTS - STENCILS - PROTRACTORS - OTHER DEVICES 


CTA 22 Cyan 


Seetronee, cont. 
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finest checking and 
smarking crayon made! 


WASHABLE SILK CRAYON = | 


BARRO LYUMeER CRAYON 


Mact IN USA STAONAL No.29 


— TO STAONAL 0.9 
[= STAONAL 
No.7 


—_ STAQNAL 


<i -* STAONALH 
—— oat 


waTemeneor 


1S water eRooF 


=~.” 


SPECIAL CRAYONS FOR EVERY USE 
AND EVERY KIND OF SURFACE 


There is a Staonal for marking Boxes, Crates, Bundles, 
Paper Parcels, Shipping Tags; for China, Glass, Cellu- 
lose, Plastics, Tin, Metal, Textiles, Leather, Wet and 
Dry Lumber, Rubber, Paper; Oily,Wet or Dry Surfaces ; 
for use in Bowling Alleys. 


All are free from grit, waterproof and permanent, or 
washable, as required. Made in a wide variety of 
types, shapes and colors for every imaginable marking 
purpose. Packed one dozen sticks in a box, one gross 
in a container. 


No. 2 is the outstanding crayon for general 
marking, express packages, shipping containers, etc. 


Gold Medal Products Lead on Merit 


BINNEY & SMITH CO. 


41 East 42nd Street, New York 17, N. Y. 
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has 9.999,999.99 
capacity 


gigs 
xy 
_ * Tt 
yO NG 
\ With two color 
\ ribbon 


) 


\ 
\ 
4 


A nd 
visible adding 


6'2 pound 
pick up 
portability 


Zipper 
\ carrying case 


Effective Supervision 
(From page 36) 


| ferring, discharging, and pay increases. 


During the sessions, the conference leader noted 
down all questions brought up by office super 
visors, and likewise listed all suggestions. After 


| the sessions were compieted, these questions and 


suggestions were analyzed by the Office Personnel 
Board. Two mimeographed summaries, 
then distributed. 

Auswers to Questions Raised by Office Supeyr- 
visors is the title of one. The contents of this bul- 
letin include: supervisor’s authority, status and 
responsibility, discipline. complaints, pay, hours of 


were 


| work, practices and procedures, pensions and re 


tirement, vacation, miscellaneous. 

The other was entitled Comments on Sugges- 
tions made by Office Supervisors. The contents 
of this bulletin included: information, status of 
supervisors, pay, hours of work, benefits or sery- 
ices, pensions and retirement, cloth purchases. 

Analyzing the reports of the first series of 
Information Sessions, the Office Personnel Board 
decided that these sessions should be followed up 


with another group of sessions on “Principles of 


SWIFT BusINEss MACHINES CORP. 


Great Barrington, Massachusetts 


SUPERIOR IN QUALITY... 
AUTOCOPY STENCILS 


Stencils of superior quality for all duplicating machines. 
Manufactured of the highest grade materials. AUTOCOPY 
Stencils are quick-drying, long-lasting and produce clean, 
clear and sharp copies. 


AUTOCOPY, INC. 


464 W. Superior St. 18 W. 18th Street 
Chicago 10, Iinois New York 11, N. Y. 


Supervision.” In these sessions, the supervisors 
reviewed the principles of good job relations. It 
was found that the following conclusions apply to 
the office supervisory group as a whole: 

1. Office supervisors are not very familiar with 
the company policy manual, and would welcome 
more information on policies and policy changes. 
2. They recognize in a general way the need for 


handling satisfactorily the problems, questions, 


OFFICE MANAGEMENT AND EQUIPMENT 


misunderstandings, and complaints of employees 
when they come up. 3. They put less emphasis on 
preventive action to keep problems from arising. 
4. They feel that we should tell employees of their 
right to go higher if not satisfied with their super- 
visor’s handling of a problem. Some think we 
should tell them this only when cases come up, 
but the majority think we should tell all salaried 
employees of their rights, as long as we do it 
with care. 

Finally. to meet all of these factors, the Office 
Personnel Board decided it would be advisable to 
create the position of Supervisor of Office Per- 
sonnel Relations, to handle the various problems 
that come up in connection with company policies. 
supervisory handling of employee problems, and 
act as a clearing house for questions and problems 
of employees. The chief function of this Super 
visor of Office Personnel Relations is to service 
office department heads and supervisors in han- 
dling matters that affect office personnel in their 
departments or among several departments. 

One of the first activities of the Supervisor of 
Office Personnel Relations was to send out a “job 


_information questionnaire” to all office personnel. 


November, 1948 


Wei 
atro 
any 
ven 


ee 


eh 
s' A SUF [ svvie MACHINE... _ [ 
a ee 
ee. - A 
oe res con 
os i a SAFE 
: : ! a 
i l ) se 
3 a | 920 | 
ae | est 
Wier: oSwh 
i er, § eall: 
: = P| 
- a § dials By 
vs r es i Y eee 
Po cw : - * 
ee ; I. a y ¥ 
mf Ui OM 
_ : V4\ | 3 
i ae 
eae \ | | Lig) 
oe \ N\ et 
ae i | 
; i “4 
. Se _— 
i 
4 A 
a ee Ps = =f 
: es fi . s 
bai fa Ye 
‘ - pt oe SS , 
a n>» a See 
q JS. ee ae 
iit, , ‘ * Eid at % } 
> ea . & 
pe a \ OSS < 
. ee. \! “ii ‘a 
7 : ; a G 
"As 
7 | 
a 
: ic 
bs, 7 ea lS eee. 
Tite 


ard 
up 

; of 
Ors 
It 

’ to 


yme 
ves, 
for 
ns, 
ees 
- on 
ing. 
1eir 
yer- 

we 
up, 
ried 
Dt 


ffice 
e to 
Per- 
ems 
“1eS, 
and 
ems 
per 
vice 
nan- 
heir 


r of 
“job 
inel. 


1948 


KEEPS PERSONAL PAPERS, 


SAFE, HANDY! eet * 


All These 
CONVENIENT 
SAFE-KEEPING 
Features! 

psecret: Chamber 

¢2 Locks—2 Keys 
220 File Folders 

¢ 5 Storage Envelopes 
p Swivel Front 

oe All Metal 


95 Complete 
. Slightly Higher 


RE ra 


> on the pick-up 
(Bow on the job 


to prevent 
paper abrasion 


THE GechlecO" DEMANDS AN ERASER THAT'S 


West of Rockies 


For Your 
Personal, Portable File, 
Choose Maso's “Bankette"! 


For safekeeping your valuables, per- 
sonal papers, keepsakes, tax and other 
records, you can't beat Maso’s “Bank- 
ette’’. Fure resistant, water repellent. 
the “Bankette” is a full 13” x 12” x 
5%” deep. Quality built for lasting 
service. Secret chamber with separate 
4 lock, 1%” deep. Swivel front opens a 
full 3”. Easy to file. Ample room for | 


~~ 


Lightweight, Portable! ioe a cena Rai oe | ~ only the genuine 
stron steel handle. ’ Take or Gray. bears the trademark’ 
apace S° Bandy. 22° ORDER FROM YOUR STATIONER : ANT 
(+ 
A : 
MASO STEEL PRODUCTS ARTGUM is the registered trademark of 


500-32 S. THROOP ST. CHICAGO 7, ILLINOIS THE ROSENTHAL CO., New York City U.S.A. 


Now available in three 
Models for every mailing 
and shipping requirement 
in office, mailing depart- 
ment, and shipping room. 


Model 1509—Capacity 5 ibs. by 1% ounce. Auto- 
matically computes postage for air mail, first class, 
and merchandise up to 4 lIbs., pointer gives exact 
amount of postage without figuring. Dial 61” 
diameter, glass covered. Dimensions—6!/2” x 61/2” x 
914” overall. Packed in individual carton. 


Model 1530 (illustrated)—Capacity 25 Ibs. by 1 
ounce. Computes parcel post charges for merchan- 
dise up to 25 Ibs. Dial 62” diameter, glass covered. | 
Dimensions—6!14” x 614" x 914" overall. Packed in 
individual carton. 


see Y ES > 


Model 1515—Capacity 50 Ibs. Computes parcel post } 
| charges for merchandise up to 50 Ibs. Dial 8” diam- 


Z) zA) 


PITTSBURGH CUT WIRE CO. 
Hy 1112-20 Galveston Ave., Pittsburgn 12, Pa. 


eter, glass covered. Dimensions — 8” x 71/2” x 10” 
overall. Packed in individual carton. 
Order from your supply house. 


HANSON SCALE COMPANY 
\ 525 North Ada Street, Chicago 22, Illinois 


Baa! 
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faurants the country over agree thot Heyer 
Gelatin Rolls or Films make a good impression 
everytime. 
When it comes to duplicating reports, price lists, 
bulletins, or announcements . . . you, too, will 
find that a Heyer gelatin roll or film gives a 
clearer, stronger impression. 


Made of brilliant copying, and highest quality 
moterials . . . Heyer Gelatin Rolls or Films find 
favor everywhere. And remember . . . they are 
available for any make or model duplicator. 


Write for Complete Catalog 
Offered by Leading Dealers Everywhere 


* Chicago 23, U.S.A. 


1848 South Kostner Avenue 


Ye? IEE | | 
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OFFICE ae 


EVERY DESCRIPTION 


*MADE RIGHT 


*PRICED RIGHT 


Nai your 


Lea, 
as ; 
ie 
1890 


44/ LEX/INGTON AVENUE 
NEW YORK /Z% N™% 
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Out of a total of 225, 93 percent of the question- 
naires were returned, and we found 75 people 
were interested in (a) advancement on job, or 
(b) promotion to some other job where they could 
utilize unused skills. 


Whereas people did express a desire for trans- 
fer, with only one or two exceptions, they had no 
definite job in mind. It seems to be merely a case 
of “farther fields look greener.” 


Lack of qualification for better jobs was evi- 
dent. Occasionally, we have found it may be nec- 
essary to go outside to get a person who meets 
‘minimum requirements. When this happens it 
should be made clear to all concerned that the out- 
side appointment was necessitated because no 
present employee qualified. 

Practically nobody was trying to do anything 
to improve himself or herself. Most everybody 
‘wanted to stay in the departments in which they 
were located, although some, as mentioned, want- 
ed to advance to higher positions in the depart- 


ment. 
| About six girls in clerical positions indicated 


they would like to become secretaries. 

To those who seek advancement, the doors of 
the Forstmann Institute are open. This provides 
free education to company employees or members 
of their families. Some of the programs to be 
given this winter include raw materials, color 
matching, public speaking, textile design, and a 
program for secretarial skills. 


“What Good Are Standards?” 


The legality of standardization, the program of the 
Munitions Board in bringing about coordinated standards for 
the military establishment, the organization of company 
standards work, and methods of evaluating standards were 
jsome of the subjects taken up in lively discussions of the 
question: “What Good Are Standards?” at the thirtieth an- 
nual meeting of the American Standards Association, Oct. 
20th-22nd in New York. 

Among the speakers were W. John Kenney, Under-Secre- 
tary of the Navy; John F. Sonnett, Cahill, Gordon, Zachry, 
& Reindel, and former Assistant United States Attorney 
|General, and Earl O. Shreve, president of the Chamber of 
\Commerce of the United States. 
| New officers for the coming year were announced at the 
meeting. Thomas D. Jolly, vice-president in charge of en- 
gineering and purchases of the Aluminum Co. of America, 
\will be president. Dr. Harold S. Osborne, chief engineer of 
ithe American Telephone & Telegraph Co., and past chairman 
lof the Standards Council of the association, will be vice- 
president. 

Announcement of election of officers of the Standards 
Council, the technical governing body of the association, was 
also made at the meeting. L. F. Adams, consultant of the 
General Electric Co., who died suddenly October 14th, had 
been elected chairman by letter ballot and W. C. Wagner, 
of the executive department, Philadelphia Electric Co., vice- 
chairman. Because of the death of Mr. Adams, Mr. Wagner 
was named acting chairman. 

Also re-elected for the coming year were Vice-Admiral 
G. F. Hussey, Jr. (USN, ret.), secretary of the association; 
and Cyril Ainsworth, technical director and assistant sec- 
|retary. 
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ONE-TIME CARBON INTERLEAVED FORMS 


Consolidate your various forms for one typing! Use 
of Snapeasy one-time carbon interleaved forms saves 
typists’ time, eliminates error, simplifies by standard- 
izing, insures legibility, and speeds up office routine. 
We willingly adapt Snapeasy forms to your own needs. 
No “minimum order” is necessary. Send us your forms 
for advice and an estimate — today! 


Write Dept. OM-8 


The ARTHUR J. GAVRIN PRESS, Inc. — 


ge 
50 WEBSTER AVENUE e NEW ROCHELLE, N. Y. 


NOW, DRI-KWIK STAMP PAD 
GUARANTEES OVER 200,000 
IMPRESSIONS 


Use a Dri-kwik stamp pad, cellophane wrapped 
—one of the most outstanding offers in a rubber 
stamp pad ever put on the market. Guaranteed 
for over 200,000 impressions. Carefully con- 
structed of special woven felt and muslin on 
perfectly insulated block—inked with Dri-Kwik, 
a special ink that is odorless and dries instantly 
after use, but remains moist in stock. 


Can furnish you with a complete line of 
@ Daters of outstanding value 


@ Numbers of high-grade rubber deeply moulded to 
give clear impressions 


@ Inks—for all marking (in sending orders, please 
— of material to be stamped for faster 
service 


Also now available . . . $40 Pica Dates . . 
242 Long Primer Dates. 


Write for Catalog. 


Fulton SPECIALTY CO. 


FACTORY AND SHOWROOM 
82 Fulton Street Elizabeth 1, N. J. 


SOSSSSSSSSSSSS SSS SSS SSS SS SSSISHHHHHHHGOHSHSH OHSS HS HHHHHs 
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W. C. LEUTE 


COMMERCIAL LEATHER GOODS 
54 DEY STREET NEW YORK 7, N. Y. 


Canvas & Leather All Leather Mail- 


Mailbag =215 bag 2214 

Price Price 
BOREAS 60-00% $10.00 13z10...... $15.00 
J eee 11.50 IGKIZ.. 206. 17.50 
i) eee 13.00 pL, 20 ee 20.00 
20x15. 15.00 ZOE15.. 200. 22.50 
ee 13.50 24xz16...... 26.00 
26x18...... 19.50 26x18...... 29.50 


3215 


Heavy Duty Bag for Mail, 
Securities and General 
Messenger Use 


£224 
| oe , Peer ere price $19.50 
 CGkdeneens i 21.50 
| re rere “ 23.00 
WRSS civ ois- sex “25.00 ‘ 
| Be iseewecnes sn 27.00 $224 
| BOD es. 6 bie wei ™ 29.50 
Oy aes at “ $2.50 Special Sizes Made to Order 


The above are subject to a 20% Federal excise tax. We also 
make messenger wallets, money bags, brief cases, zipper cases, 
accountants’ cases and salesmen’s sample cases. 


WE INVITE YOUR INQUIRIES 


Esterbrook Outsells 
ys All Other Fountain Pens 


i 


In Stationery 


Stores... 


Esterbrook 


has the right 
point for the 
way you write 


AN 


¥ 
< 
y 
y 
> 
. Y 
g 


Gsterbrook 


FOUNTAIN PEN 


TO SELECT OR 
RENEW HERE'S 
ALL YOU DO 


*From a survey made by 
National Analysts, Inc. 
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FOUNTNBRUSH & INKS 


For Better 
File Indexing 


_ EVERY. LETTER 
~ BOLDER, BLACKER, EASIER TO READ 


a > 


The Satin Aluminum Flo-master is valve- 
controlled ... leakproof. A perfect flow 
of Flo-master instant-drying ink permits 
making any length line desired without 
redipping. Letters are uniformly black 
... assuring faster reference, greater 
accuracy. FINE MARK ADAPTER for 
making fine lines and letters 1/32 inch 
to 1/8 inch wide. 


$350 ser 


& DENISON MFG. CO. 


rc ADO) CUSHMAN ye 
135 West 23rd Street, New York 


Ist Choice in Every Office 


“GtBE) POST BINDERS 


Pre-tested material, fine workmanship 
and rugged quality are characteristic 
of all Elbe Binders. Our steady growth 
since 1909 attests to consumer accept- 
ance of our product. There are hun- 
dreds of stock numbers in all styles 
and quantities. Special binders are 
made to order for specific needs. 


GENERAL OFFICES ¢ FACTORY 
FALL RIVER, MASSACHUSSTTS 


-~ ~ © here Sita - 3 Acres bf Fler 


NEW YORK OFFICE—200 FIFTH AVE. BOSTON OFFICE—I0 HIGH ST. 


OFFICE MANAGEMENT AND EQUIPMENT 
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Management Seminar Held 

A one-day management seminar on “How To Hire and 
Improve People” was held recently at the Waldorf Astoria 
Hotel, sponsored by the Personnel Institute, Inc., 201 East 
57th St., New York, a nationwide organization described as 
the largest in the field of manpower selection and improve- 
ment. 

The management training clinic attended by 90 top execu- 
| tives representing a cross section of American business, 
heard keynote addresses by Morris I. Pickus, president of the 
| Institute, and Dr. Samuel N. Stevens, president of Grinnell 
| College, Grinnell, Iowa, and vice-president of the Institute. 


_ Take Exception to Reception 

In the second part of O. J. McMunn’s article on “Work 
| Simplification in the Office” in our September issue, in 3 
| paragraph quoting J. M. Robins, the phrase “Management 
by Kecepiion” was erroneously substituted at our printer's 
for “Management by Exception,” thereby leading many of 


# | their friends to look askance at both Messrs. McMunn and 


| Robins. 
Our apologies! 


STATEMENT OF THE OWNERSHIP, MANAGEMENT, CIR- 
CULATION, ETC., REQUIRED BY THE ACTS OF CON- 
| GRESS OF AUGUST 24, 1912, AS AMENDED BY THE 
| ACTS OF MARCH 3, 1933, and JULY 2, 1946, of OFFICE 
MANAGEMENT & EQUIPMENT, published monthly at 
New York, N. Y., for October 1, 1948. 
| State of New York ss. 
County of New York 
Before me, a notary public in and for the State and county 
| aforesaid, personally appeared Donald McAllister, who, hav- 
ing been duly sworn according to law, deposes and says that 
he is the business manager of OFFICE MANAGEMENT & 
EQUIPMENT and that the following is, to the best of his 
| knowledge and belief, a true statement of the ownership, 
management, etc., of the aforesaid publication for the date 
| shown in the above caption, required by the Act of August 
24, 1912, as amended by the Acts of March 3, 1933, and July 
2, 1946 (Section 537, Postal Laws and Regulations), to wit: 
1. That the names and addresses of the publisher, editor, 
and business manager are: 
Publisher, Andrew Geyer, Inc., 260 Fifth Ave., New York 
1, &..Y. 
Editor, Thomas V. Murphy, 260 Fifth Ave., New York 1, 
a. F. 


Managing Editor, none. 

Business Manager, Donald McAllister, 260 Fifth Ave. 
New York 1, N. Y. 

2. That the owners are: Ar ‘rew Geyer, Inc., (corporate 
name), 260 Fifth Ave., New York 1, N. Y.; Mary A. Geyer, 
114 East 84th St., New York 28, N. Y.; James E. Neary, 260 
Fifth Ave., New York 1, N. Y.; Donald McAllister, 260 Fifth 
Ave., New York 1, N. Y. 

3. That the known bondholders, mortagees, and other 

| security holders owning or holding 1 per cent or more of 
_ amount of bonds, mortgages, or other securities are: 
one. 

4. That the two paragraphs next above, giving the names 

, of the owners, stockholders, and security holders, if any, 
contain not only the list of stockholders and security holders 
as they appear upon the books of the company but also, in 
cases where the stockholder or security holder appears upon 
the books of the company as trustee or in any other fiduciary 
relation, the name of the person or corporation for whom 
such trustee is acting, is given; also that the said two para- 
graphs contain statements embracing affiant’s full knowl- 
edge and belief as to the circumstances and conditions under 
which stockholders and security holders who do not appear 
upon the books of the company as trustees, hold stock and 
securities in a capacity other than that of a bona fide owner; 
and this affiant has no reason to believe that any other 
persons, association, or corporations, has any interest direct 
or indirect in the said stock, bonds, or other securities than 


as so stated by him. 
DONALD McALLISTER, 
Business Manager. 


Sworn to and subscribed before me this 24th day of 
September, 1948. 

(Seal) WILLIAM B. WIRTENBERG, Notary Public. 

(My commission expires March 30, 1949.) 
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Led by architects and office 
planners the trend is to Office 
Valet wardrobe equipment. 
By keeping wraps dry, aired 
and open to germ killing 
light this modern steel equip- 
ment helps prevent spread of 
epidemics and resulting ab- 
senteeism. Keeps wraps “in 
press"’ helps employee mor- 
ale, saves floor space, fits in 
anywhere, ends locker room 
evils. 


Widely advertised in general 
business, institutional and 
trade magazine, this line 
offers an almost unlimited 
opportunity for offices, fae- 


tories, schools and institu- 


Write for | 
eer A4 | 


VOGEL-PETERSON CO. 


624 So. Michigan Ave., Chicago 5, Ill. 
COLONIA The Newest and 
Best in a Com- 
plete Line of Spirit and Gelatin 
DUPLICATING SUPPLIES 


COLONIAL 
CARBON 
COMPANY 


MANUFACTURERS 


a 


Trade Mark 


Liquid and Cream 
Cleansers 
Printing Inks 


Spirit and 
Gelatin Carbons 
Spirit Master Units 
Spirit Duplicating Writing and Stamp 
Fluid Pad Inks 
The most modern in equipment and chemical processes 
are combined to give you COLONIAL quality. Centrally 
located, we promise quick attention to your orders, prompt 
shipment. 


COLONIAL CARBON COMPANY 


Manufacturers of Finer Duplicating Materials 


5150 Church St., Skokie, Ill. * Telephone Skokie 4258 


November, 1948 


| TRANSFER 


(RECORDS 
to which you 
seldom refer 
but are 
essential 


i to keep) 


to VICTORYS 


TRANSFER 
STORAGE CASES 
of superior design 


e SOLID FIBRE BOARD 
Not corrugated 

@ SLIDES EASILY 
Nothing to catch 

e COVER ATTACHED 
It's part of the case 

e@ ONLY ONE FASTENER 
Locks case tight 


22 SIZES 
Write for Literature 


NO GUMMED TAPES 


Entire case is one piece— 
metal stitched at the fac- 


tory. Assembles in 30 sec- 
onds with no mess or fuss. 


Was 


The Weis Manufacturing Co., Monroe 6, Mich. 
Manufacturers of Filing Supplies and Equipment Since 1892 


to assure 
Loving Care 
of packages 


EUREKA’S complete line of “Caution” labels. 
“GLASS” + ‘FRAGILE’ + ‘LIQUID’ + ‘HANDLE WITH 
CARE" + **PERISHABLE"’ * AND OTHERS. Small or large 
sizes, Book-Pak, pads or bulk (1000 per box). 


Let us send you samples and price lists of 
our entire line. Available through your jobber. 


EUREKA SPECIALTY PRINTING CO, 
Stationery Division 


Scranton, Penna. 


click in every office 


; Duplistickersheetsslide 
into the typewriter like 
——_\""""1 stationery. There’s no 
| Faster! 33 2%" x1" 1 handier label for mul- 
" stickers to a sheet for I uple typing of volume 
| speed. 1 mail, cross-index file , 
| Easier! 81” x11” per. folders and record cards. Typists address 
| forated, gummed, # Many as 4 sheets at one time! 
| sheets; easy to handle. | ORDER FROM YOUR LOCAL SUPPLIER OR DIRECT 
I Colorful! 5 colors! 5 
I brighten mailings. 
V Economical! 825 per! 
pkg. of 25 sheets. ! 
Lotet Se see 5 


EUREKA SPECIALTY PRINTING co. 
Stationery Division Dept. ge 
Scranton, Penna. 
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SINCE 1874 


RIGINAL DHNER 


HANDY om ! ( ve 


Held us build 


3 Sturdy: Low-priced: Weight 12 Ibs. 

4 Easy to learn: New back transfer device 
eo 
& 
Be 4 


Hope 
Institute 


ae | . | 
| | 


speeds up calculations 


ASK FOR BULLETIN SO-113 


oo IE RRR ae 


First model hos- | _ 
pital for care of | 
) | advanced cancer | 


= patients 
. | 
@ Automatic total and non-add key | 
@ Automatic subtract key . 
e ——_ — multiply vo 4 The 
© Credit balance @ Electric @ Quiet National 
ASK FOR BULLETIN SO-115 > Caneer 
SOLE DISTRIBUTORS FOR U.S.A. Foundation 


IVAN SORVALL, INC. Berean 
210 FIFTH AVE., NEW YORK 10, N. Y. NEW YORK 13, N. ¥. | | 


Remington Rand Visible File — solidly built 
of wood. Reconditioned (good as new) olive 4 
green. 15 drawers. Capacity 1,020 cards. — | 
Complete with 5 x 8 card holders. 


ALSO OTHER SIZES WOOD KARDEX, = ; 
STEEL KARDEX, AND OTHER MAKES = 
: | 

| 


World’s Largest Dealers in Guaranteed, 
Rebuilt Visible Equipment. 


UNIVERSAL Fics ot New vor 3h. y. QR i 


new 
“The House that Confidence Built” GR-3-3741 


Stedmakler 


TWO DRAWER LETTER 
FILE ON BASE 


The Build-Up Unit 
16" Deep, 30/2" High 


Electrically welded throughout. 
Made of heavy quage steel. 


$24.95 | 


with locks $28.60. 
HIGHER ON WEST COAST 


At Your Local Stationer 


ART STEEL SALES CORP., 


| 
300 East 145th Street, New York 51, N. Y. 
| 


FUTURA GREY 


WANT-AD OPPORTUNITIES 


Rates are 10c a word. Minimum charge $2.00. Pay- | 
able in advance. Address replies to all Box Number | 
| ads c/o OFFICE MANAGEMENT & EQUIPMENT, | 
260 Fifth Ave., N. Y. 1, N. Y. | 
| 


Employment Service 


SALARIED POSITIONS, $3,500-$35,000. If you are consi dering a 
new connection, communicate with the undersigned We otter the 
original personal employment service (38 years recognized standing and 
reputation). The procedure of highest ethical standards, is individualized 
to your personal requirements and develops overtures without initiative 
on your part. Your identity is covered and present position protected, 
Write for particulars. R. W. Bixby, Inc., 292 Dunn Bldg., Buffalo 2, 
New York. 


Positions W anted—Male 


EDITOR, WRITER AND RESEARCH MAN, Columbia University 
Graduate with Master of Arts Degree, seeks temporary assignment or 
fermanent connection with business organization to handle any type of 
research, writing, or editing, including preparation of office manuals, em. 
ployee training material, and house organs. Can refer to long list of 
satistie] clients. OM-36. 


BUSINESS MANAGER—€xtensive experience in methods, analysis, 
manual writing and office direction of such functions as sales. procure- 
ment, warehousing, inspection, traffic, accounting, credit, inventory and 


budget control, and personnel management. 14 years’ experience. 
OM.-26. 


SALES EXECUTIVE. 12 years of successful selli ng experience in 
Continuous and Snapout forms field. Well versed in Methods and Pro- 
cedures work. Familiar with most office machines and systems Ex- 
perienced in sales training and management. Seeking firm connection 
with established manufacturer of specialty forms or office equipment 
on salary and bonus basis. OM-35. 


Positions W nen —Femte 


EXECUTIVE ASSISTAN T—-possessed of initiative, poise, common set 


nse 
and resourpefulness Comprehensive knowledge of me 1ical and elec- 
trical engineering, blue prints, manufacturing, organizz office manage 
ment and all frm of Sooainel ng procedures. Al buyer, big scale. Ex. 
tensive Nz ie, contacts. Ability to negotiate with executives in a digni- 
fied monner. Capable of responsible supervision with the “know how” 

get things accomplished. Could be valuable right hand to busy executive 
Interested in a permanent post with a pangretetve company Available 


immediately. Starting salary $3,900. OM-3 


Help W inte 


SALES PROMOTION—N. Y. STATE. Sell industry products and 


a 
service through news released to trade magazines Wonderful oppor 
tunity. Adv. $4/5,000. E-47. 


re greed ANT TO GENERAL MANAGER. Young man to 35 years 


5 irs experience for small Southern City. E-45. 


MAILING TUBES « WRAPPERS 


The tighter you roll the tubes—the stronger they are. 
FORMERLY MANUFACTURED BY 


International Mailing Tube and Wrapper Company 
AMES SAFETY ENVELOPE COMPANY 
SOMERVILLE, MASSACHUSETTS 


BUY 
CHRISTMAS SEALS 
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~ COMING EVENTS 


Office Management Association of Chicago 
January 3\st-February 2nd, 1949 


Vispiay and 


Otn Annual Office Equic Seminar 


tevens Hotel, Chicag 
Society for Advancement of Management December 3rd 
Philadelphia Regional Conference 
Hote! Warwick, Philadelphia 


National Office Management Association May 23rd-25th, 1949 
Annual Office Equipment Exposition and 

3C i Conference 

Convention Hall, Philadelphia 
National Electrical Manufacturers Association 

March 29th-April Ist, 1949 | 
Lighting Exposition and Conference | 
Stevens Hotel, Chicago | 


nationa 


5 ° 
Qed Internation 


c erneé 6 


SAM Conference Scheduled | 
The Philadelphia chapter of the Society for Advance- | 

ment of Management, formerly the Taylor Society and the | 
Society of Industrial Engineers, will sponsor a regional con- | 
ference at the Warwick Hotel, Philadelphia, December 3rd, _ | 
in cooperation with the Trenton, Wilmington, South Jersey, 
and Baltimore chapters. 
The subject will be “Management Controls for the Better | 
Utilization of Men, Money, and Materials.” According to | 
Fulton W. Sampson, president of the Moore Push-Pin Co., | 
Philadelphia, speakers of national prominence will address | 
the conference. 


Price Correction 


On page 46 of this issue there appears a picture of the | 
Hi-Lo typewriter stand produced by the Metalstand Co. Inc., | 


1615 Melon St, Philadelphia. 


given. 


The correct price of $18 is 
Through typographical error, this price was mis- 
quoted in the September Orrice MANAGEMENT AND EQUIPMENT. 


HERE IS SOMETHING UNUSUAL! 
A New Size 


SKETCH BOX | 


ten by twelve inches | 


ae ae 


The strongest box made 
with latch lock and lea- 
therette handle. 

The most compact, com- 
plete assortment of high- 
est quality art materials; 
the set contains :— 


18 tubes 14” x 4” assorted, most used shades of 


NOBEMA ARTISTS’ OIL COLORS 
3 sizes of bristle brushes 
1 Palette and palette cup 
1 bottle 2-oz. Spirits of turpentine 
1 bottle 2-oz. Refined linseed oil 
1 Canvo board painting panel 
1 selected art study 


AN INDISPENSABLE KIT 
FOR THE ARTIST! 


NOBEMA PRODUCTS CORP. 


141 (h) Greene Street, New York 12, N. Y. 
NOF 
ae 


| 4 


“e 


TIME TESTED PRODUCTS 


November, 1948 


VISIBLE EQUIPMENT SPECIALISTS 


We can supply excellent, reconditioned visible equipment. 
Also supplies for all makes. 


ACME * GLOBE-WERNICKE * Y&E * 
KARDEX * RAND * INTERNATIONAL 


Also all types of vertical filing equipment, including fire- 
proof files, safes, Ledger trays, etc., new and used. 


All equipment fully guaranteed. 
Write for prices 


Heineman Office Equipment Co. 


4 N. 8th Street St. Louis 1, Mo. 
Phone: Central 6282 


FOLDING CHAIRS 


Many Styles — Wood or Steel 


Also non-folding chairs, tablet 
armchairs, folding tables. 


PROMPT SHIPMENT 
FROM STOCK 


Specify Requirements 
When Inquiring 


ADIRONDACK 
CHAIR (0. 


Dept. 1 
744 1140 Broadway 
New York 1, N. Y. 


More and more typ- 
ists prefer Norta, the 
modern plastic type 
cleaner. No liquids 
to spill or splatter. 
No mess. Quick, 
efficient. Longer last- 
ing. A favorite since 
: @1924. 


THE ORIGINAL 


 NORTA | 


PLASTIC TYPE CLEANER 


NORTA DISTRIBUTING CO. * 1123 BROADWAY, NEW YORK 10, N. Y. 


a 
A wag 
GENERAL PENCIL COMPANY «+ JERSEY C 
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” Rocka File 


-+- the modern file 


is more than 
“just another filing cabinet’’—it’s the first basic 
filing improvement in more than 50 years! Fea- 
turing side-opening compartments that save up 
to 40% floor space, Rock-a-File virtually elimi- 
nates all the petty annoyances that have plagued 
file users for years. 

Rock-a-File means modern filing . . . easier, 
faster, more efficient filing because Rock-a-File 
compartments ‘rock’? open and shut sideways 
effortlessly. No noisy banging of drawers. . . all 
compartments can remain open . . . two or more 
persons can file simultaneously. And Rock-a-File 
compartments project only slightly when open— 
no need for extra floor space to allow for extend- 
ing drawers. 

Let Rock-a-File prove to you how easily your 
filing problems can be solved with modern filing 
equipment that saves time, effort and costs. Rock- 
a-File is available in all standard sizes in a variety 
of popular finishes. For complete details and 
name of nearest Rock-a-File dealer, write Dept. B. 


Here’s How Rock-a-File Solves Filing Problems 


COMPLETE ACCESSIBILITY—Entire contents acces- 
sible to twe or more persons at once. All compart- 
ments can remain open. 

TIME SAVING—Open compartments do not block 
access to others in cabinet. No waiting to get at 
contents. 

LESS TIRING—Perfectly balanced compartments open 
and close effortlessly at finger touch. Fewer openings 
and closings. 

TOPPLE PROOF—Open compartments project only 
slightly—gravity center always within framework. 
ECONOMICAL—Supplies last longer. Folders slide 
in and out sideways. No more mutilated tabs, 
indexes, guides. 


A Nationally Advertised Product 


ROCKWELL-BARNES COMPANY 


Specialists to the Stationer since 1903 
35 East Wacker Drive Chicago 1, Ill. 


For 
complete details 


write or wire 
Dept. B today. 
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Save Time 
SORTING PAPERS OF ALL KINDS 


—- 


’ 


WITH THE C 
1 ae -O Mat | 


In your office, where are papers sorted? In 
Sales .. . Accounting .. . Purchasing... | 
£14 Central File ... Mailroom . . . Elsewhere? | 
S Wherever it is done, Sort-O-Mat can save 
you time and money. With a “Y and E” Sort- 
O-Mat an inexperienced person can sort at { 

QA least 800 pieces an hour. Sort them easily and 

accurately. 


How ““Y & E”’ Sort-O-Mat Saves You Time 
Wherever it is done, Sort-O-Mat can save you 


time and money. With a"’Y and E” Sort-O-Mat ‘ 
an inexperienced person can sort at least 800 

pieces an hour. Sort them easily. ..accurately. ‘ 
Sort-O-Mat consists of a set of indexed sep- 
arators mounted vertically on a tray. There is ; 


a correct division for each paper sorted. As 
each paper is dropped into place, Sort-O-Mat 
automatically expands to make room for it. 
When all papers are placed in the sorter, they 
are in the proper sequence for processing. 


You Quickly Sort Anything Written on Paper 
You can sort by alphabet... number... date 
... Subject . . . geographic location . . . any 
combination of these, or to any sequence 
peculiar to your own requirements. Sort-O- 
Mat guide tabs permit arrangements that fit 
your business — exactly. 


CORRESPONDENCE 


“a 
VOUCHERS 


Prove it Yourself 

Call your “Y and E” representative. He's listed 
in the “classified section of your ‘phone book. 
He will furnish you with a trial Sort-O-Mat. 
Use it in your office. See for yourself how Sort- 
O-Mat saves enough time and money to pay 
for itself in a few weeks. Its vertical arrange- 
ment saves valuable office space too. 


*soe Filing Equipment, 
Office Equipment 


For further information write for the new Sort-O-Mat folder No. 3999 


AWMIAN ~*0 FRRBE MPC. i045 ty Stoo Rochevor 3. NX.U.5.8. 
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Valo Wis Lewy 


Good to Look at... 
A Joy to Use... 
A Gem to Own 


FAST! When typing, your busy 
hands never have to leave the 
keyboard ...even to return the 
carriage. Electricity saves you 
finger travel, hand travel... 
minutes that add up to hours. 


ACCURATE TYPING! An Under- 
wood All Electric assures even 
spacing between characters... 
clean-cut, uniform impressions 
»..not shaded or blurred. 


Underwood... 


3 


{TYPEWRITER | 


EASY OPERATION! Lightly touch 
the keys... electricity does the 
fatiguing work. You'll be de- 
lighted with the perfection of 
work you can always attain with 
a minimum of effort. 


AND WHAT BEAUTIFUL WORK! 
Not only letters, but carbon cop- 
ies are sharp and clear. You can 
make as many as 20 of ’em at a 
light finger touch. 


(Tr. 2 w & 


Urge your boss to buy you an Underwood 
All Electric . . . and you'll a/ways have 
his letters looking their best. 


You'll keep looking your best through 
each day, too . . . because operating an 
All Electric is not tiring. You'll simply 
breeze through your typing... all day! 


You control keys, spacing, shifting, tab- 
ulating and carriage return electrically 
... therefore more accurately. 


It’s a good-looker, too . . . the world’s 
most beautiful typewriter. Your local 
Underwood representative will demon- 
strate it, let you try it. Phone him... 
today! © 1948 


Underwood Corporation 


Typewriters ... Adding Machines ... Accounting 
Machines ...Carbon Paper... Ribbons 
and other Supplies. 

One Park Avenue New York 16, N. Y. 
Underwood Limited, 135 Victoria St. A, 

Toronto 1, Canada 
Sales and Service Everywhere 
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